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CHAPTER I 
INTRODUCTIOH 
The "standardn of American education today i s  a high 
achool education. The person without a high school diploma 
is  marked with having a "substandardn education. Thousands 
of a d u l t s  and teenagers who dropped out of school before 
graduation a re  t ry ing  t o  co r r ec t  t h e i r  mistakes by a t tending 
self-improvement program. A self-improvement program i s  
necessary because automation and machines have eliminated 
many of t he  occupations which do not requi re  s k i l l  and t r a i n -  
ing. Theae unakil led jobs were previously performed by 
people with an inoornplete educatfon. 
Educational requirements f o r  any kind of a job a r e  
higher today than ever before. A h igh school diploma 
i a  the l e a a t  moat employera will accept f o r  even a low- 
l e v e l  job. Few companies w i l l  pay any a t t e n t i o n  t o  a 
dropout. For them, he i s  an "untouchable." The number 
of unschooled, unakilled, and unemployed youths w i l l  
hare aoared t o  7,500,000 by 1970.l 
Many a r t i c l e s  i n  newspapers, magazines, and books 
show the  g rea t  concern of' educators and leaders  f o r  our un- 
derrducated. 
lpercy  V. Willlrma, 'Th. Three Uta ," World Book Year 
Book, 1963 (Chicago: F i e l d E n t e r p r I s e s  ~ d u a a t i o n a i - ? % r ~  
a n ,  1963), 126. 
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Each year an estimated one mi l l i on  boya and g i r l s  
drop out of school before completing the twel f th  grade. 
These undereducated youngsters a r e  poorly equipped t o  
l i v e  i n  a  soc ie ty  t h a t  required increas ingly  high l eve l s  
of s k i l l  and knowledge f o r  work and c i t i zensh ip .  The 
l a r g e  numbera of Frus t ra ted  out-of-achool, out-of-work 
youth i n  our c i t y  slum, James B. Conant has warned u s ,  
a r e  "soc ia l  dynamite. They represent  our educational  
f a i l u r e r .  Any eduaational f a i l u r e s ,  i n  Pres ident  
Kennedy's words, *breed delinquency, dependency, and 
deapairDw1 
The f ede ra l  government i s  administering funds f o r  
manpower program which re-educate the dropout. The Iowa 
S t a t e  Board of Public In s t ruc t ion  i s  recommending t h a t  drop- 
outs  g a t  a second chance b y  i s su ing  "high school equivalency 
c e r t i f i o a t o s N  t o  Iouanr who pass comprehensive examlnationr. 2 
The Department of Adult Education of t he  Dea Molner 
Community School Dimtrict  has been aware of t he  value or  a 
good general  education f o r  adu l t s  f o r  man7 yearr.  A high 
school c r e d i t  program enabling adu l t s  and teen-age dropouts 
t o  aomplets t h e i r  high school education i s  now being of fe red  
by the  Department of Adult Education a t  Dea Moiner Technical 
High Sohool. Thir program was a t a r t e d  i n  194.4 and has 
operated continuoualy aince that time. 
l ~ c h o o l  Dropouts - and Unemplcjed Youth (New Adventure. 
i n  PTA Leadership and  Responsibi l i ty.  Chicago: National 
Congress of Parents  and Teachers, 1962), 23. 
' ~ a c k  Magarrell ,  'A Second Chance f o r  Dropout. ," 
The Des Moinss Reulster ,  Ju ly  23, 1965, 3. 
--
Thr po l ic iea  and procedures of the  Adult High School 
Cred i t  Program have been developing over the  yeara, bu t  up 
t o  t he  present  time the re  has not been a s tudy of the  program. 
It has seemed des i r ab l e  t o  t he  wr i t e r  t h a t  the  
genera l  p i c tu r e  of t h e  program be prepared f o r  u ~ e  by those 
involved i n  the  program. 
Statement of t he  problem. It was t he  purpose of this 
problem t o  prepare a handbook f o r  t h e  use of adminie t ra tors ,  
teachers, c l e r i c a l  a t a f f ,  and atudents  i n  t h e  Adult High 
School Credi t  Program a t  Des Moines Technical School, Der 
Moinem, Iowa, The func t ion  of t h i s  s tudy war: (1) t o  g ive  
an  explanat ion  of the A d u l t  H i g h  School Cred i t  Program a t  
Der Hoiner Technical High School; (2) t o  exp la in  t he  a w n -  
i e t r a t i r e  procadurer and p o l i c i e r  of the Department of  Adult 
Education f o r  High School Cred i t  i n  Der Moines, Iowa; (3) t o  
g ive  guidance inforumtion t o  prospect ive s tuden t s  and t o  
s tudent8  a c t i v e l y  en ro l l ed  i n  the  Adult High School C r r d i t  
Program; (4 )  t o  o u t l i m  the  r e c r e t a r i a l  d u t i e s  of record-  
keeping personnel;  ( 5 )  t o  formulate miaoellansous pe r t i nen t  
r u l e r  i n t o  organized genera l  procedures; (6)  t o  o l a r l r y  the  
b r i e r  ent rance  proaedurss i n  annual sohedulsa; (7 )  t o  rupple- 
msnt annual schedules with d e t a i l e d  attondanaa and t u i t i o n  
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requirementa; (8) t o  compile a l i s t  of i n s t ruc t ions  t o  
teachers of high school c r e d i t  courses; (9 )  t o  aumararize 
the  individual  courses taught i n  the high achool c r e d i t  pro- 
gram; and (10) t o  wri te  a b r i e f  h i s to ry  of the Adult High 
School Credi t  Program. 
Importance of the atudx. The Adult High School Credi t  
--
Program has been i n  operat ion since 1944 and a t  no time has 
a systematic study been made. It is f e l t  t h a t  such a atudy 
would be a considerable help t o  a l l  involved i n  the program. 
A l l  people i n  the program have occasion t o  check procedures, 
po l i c i e r  , and requirements of the program. This handbook 
would be a useful  guide f o r  adminis t ra tors ,  teachers,  
c l e r i c a l  s t a f f ,  etudents,  and prospective students.  It 
would a l s o  be uaeful t o  o ther  achool d i a t r i c t a  and agencies 
i n t e rea t ad  i n  t h e  program. 
A func t iona l  handbook waa a l s o  considered necessary 
f o r  t h e  following reasons: (1) In order t o  save time and 
improve e f f  iciency of administrators, teachers ,  and the 
c l e r i c a l  a t a f f ;  (2) t o  help adu l t  s tudents  become b e t t e r  
adjus ted t o  the  achool; and ( 3 )  t o  formulate procedures 
which w i l l  e l iminate e r r o r s ,  misunderetandinga, and improve 
morals. 
Limitat ions -- of the  study. Tha i o l lou ing  limitations 
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i n  formulating a  handbook f o r  t he  Adult High School Credit  
Program were apparent: (1) Other handbooks and research 
resourcam of s imi l a r  mater ia l  ware not ava i lab le  f o r  study. 
(2)  The knowledge of adminis t ra t ive  po l i c i e s  of the  High 
School Credi t  Program was r e s t r i c t e d  t o  a small number of 
s ca t t e r ed  bu l l e t l na ,  memoranda, and repor ts .  ( 3 )  Soma 
po l i c i e s  of the  program were very general ,  the  pa r t i cu l a r s  
being o r a l l y  passed down from department t o  department. 
( 4 )  Many ready so lu t ions  t o  adminis t ra t ive ,  teacher,  and 
s e c r e t a r i a l  problems were not ava i lab le  i n  a d u l t  education 
since the problems did not occur I n  day school. ( 5 )  Each 
subject  summary had t o  be r e s t r i c t e d  t o  one page i n  order t o  
avoid impar t ia l i ty .  (6 )  The wri ter  had a mora l imi ted  knowl- 
edge i n  preparing course ou t l ines  In the f i e l d s  of English, 
Hiatory, Mathematics, and Soience than i n  Business Education. 
( 7 )  The wr i t e r  wa8 l imi ted  i n  the  amount of time which could 
be devoted t o  the study. 
11. DEFINITIONS OF TEKMS USED 
P o l i c i s r .  The po l ic iea  r e f e r  t o  the  r u l e s  handed 
down from (1) the  administrat ion t o  ina t ruc tors ,  (2)  t he  ad- 
minia t ra t ion t o  students,  and (3 )  the  ina t ruc to r s  t o  students.  
Subjeot matter.  The subject  matter  per ta in8 t o  i n -  
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d iv idua l  courses  o f fe red  i n  the fo l lowing f i e l d s :  (1) B u s i -  
ness Education, (2 )  English,  ( 3 )  History, (4)  Mathematlce, 
and ( 5 )  Science. 
The Adult Education Program. The Adult Education 
-
Program p e r t a i n s  t o  aubjec t  ma t t e r  taught  t o  a d u l t  s tuden t s  
and t o  the  genera l  p o l i c i e s  of t he  school.  
111. REVIEW O F  THE LITERATURE 
! 
The w r i t e r  reviewed many kinds of handbooka and in -  I 
I 
corpora ted  some f e a t u r e s  from the  fo l lowing t e x t s  and 
handbooks. 
The Handbook --- of Eas t  Des Moinss High ~ c h o o l '  was used 
I 
a s  a s t r u a t u r a l  guide f o r  organiza t ion .  Guidance Services ,  
S u ~ ~ e s t e d  P o l i c i e s  -- f o r  Iowa ~ c h o o l m ~  was a  good resourc. 
handbook f o r  the  guidanc f e a t u r e s .  
Two handbooks ware used a s  guides  f o r  prepar ing  course 
o u t l i n e s .  One was the - Eaat H i &  School Guidance Manual3 and 
t h e  o the r  was t he  Counselor ls  Refereme Manual E l ec t i ve  
 andbo book --- of Ulst Des Moines High School, Dsa Moinea, 
Iowa, 19b2. 
'~uidanc. S e r r i c  ea, Suggested Polieiam for Iowa 
-7 S c h o o l s , f o w o a t e  Department of Public  I n s t r u c t i o n  (Dss 
Moinea, Iowa: 1963).  
?Ernat High School Guidonoe Manual, Des Moines, Iowa: 
1964. 
-
Li t e ra tu re  on the h i s to ry  of t he  high school c r e d i t  
program i s  composed pr imar i ly  of A ~ t I a l  Reports from 1944 t o  
1962 and the  F a l l  Schedule of 1961. 
2 The 1960-61 Annual givea se rv ice  information and en- 
rollment s t a t i s t i c s ,  P r io r  annuals give the  same type of 
i n f o r m t i o n .  Quoting mater ia l  from each annual would be very 
r epe t i t i ous .  
The 1961 F a l l  Schedule of the Department of Adult 
Education l i s t e d  the  In s t ruc to r s ,  gave time and datea of 
c laases ,  i n i t i a l  t u i t i o n  feea,  plus t he  following: 
The required courses f o r  a high school diploma are 
offered;  i n  addi t ion,  a l imi t ed  number of e l e c t i v e s ,  
mostly in businsas and science. (Enrollment w i l l  bo 
accepted any time evening c l a s s e  a re  i n  session.)  
Claasea w i l l  begin September 18. 5 ' 1  
Tha brochure, Secur i ty ,  Job Opportunities,  Standard 
of ~ 1 ~ 1 ~ ~  b r i e f l y  auwar izea  the  p o l i c i s s ,  and l i a t s  
- 
sub- 
jeuta.  Both the  schedule and brochure a r e  l imi ted  t o  b a s h  
intormetion. The need of a handbook was very a ~ ~ a r e n t  i n  I 
l ~ o u n a e l o r  s Reference Manual of Elsc t i r e  C a u ~ s a a  .- - - - - -  
Roomevelt High School, ~ e s  KO~-ow~:- 
*1n Pursui t  of Further  Learn1 (Annual Report, De- + par tmentof  Adult  atio ion. es Koinea: 1960-61), p, 2. 
&UAYA-YLI& V I ~ O O W ~  A V A -  C L W U  -U CIVlUOLI \ A ' 1 A A  OCiMUUAU, 
Department of ~ d u m a t i o n T ~ e s  Moines: 1961), p. 2. 
4 ~ a a u r i t v .  Job Opportualtiea,  Standard of Living (De- 
Eduoation, Des Moines: 1961). 
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order t o  itemize the  e s s e n t i a l s  under one cover, 
I V .  THE PROCEDURE 
The research t o o l s  uaed t o  gather  information f o r  
t h i s  repor t  were the interview and document ana lys i s .  
The wr i te r  had four  years teaching experience i n  the  
Adult High School Credit  Program a t  Technical High School, 
Derm Moines, Iowa, before s t a r t i n g  the  handbook. This experi- 
ence made him aware of the f a c t  t h a t  a handbook would be a 
valuable a i d  f o r  the  school. 
The wr i t e r  ta lked t o  the s t a f f  about t he  idea of 
having a handbook. The Adult School Pr incipal ,  t h ree  other  
i n s t ruc to r s ,  and the secre tary  agreed t h a t  a handbook was 
needed. 
The wr i t e r  npoke t o  the  Burinera Eaucation Supervisor, 
Merle Wood. This was followed by a n  interview with James 
Sheldon, Director  of Adult Education. M r .  Sheldon gave the  
wr i t e r  t he  Adult Education Annual Reports. 
The wr i te r  had a s e r i ea  of Interviews with Rosa Cramlet, 
Adult Soh001 Pr inc ipa l ,  a t  which time the  h i s t o r i c a l  back- 
ground war diaouased. Many b u l l e t i n s ,  atatements, memoranda, 
and r epor t  forms were se lec ted  f o r  inclus ion i n  t h i s  repor t .  
The North Central  Asaooiation Report war a l so  chosen t o  be 
inaer ted  i n  t h e  handbook. 
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Several interviews w i t h  the i n s t ruc to r s ,  George 
Christian, Minnekus Schakel, and Belf ord Walker followed. 
The wr i te r  received textbooks i n  each course and completed 
rough d r a f t s  of each courae out l ine .  Each i ne t ruc to r  read 
the  rough d r a f t s ,  made necessary changes, and returned them. 
These were retyped, rechecked by the in s t ruc to r s ,  and then 
organized i n t o  the  handbook. 
The following documents were analyzed: (1) the  Adult 
Education Annual Reports from 1944-1962; (2) the Adult Edu- i 
! 
ca t ion  F a l l  Schedule, 1961; (3) Adult Education High School I 
Credit  brochure, "Security, Job Opportunities,  Standard of 1 i 
Livingw; (4)  t he  textbooks of a l l  subjects  offered i n  t he  I 
High School Credit  Program; ( 5 )  b u l l e t i n s  of the  Adult Edu- 
L 
L 
ca t ion  Department, and (6)  Guidance Manuals from East High 1 
I 
School and Rooaevelt High School. 
Af te r  completing the handbook, each i n s t r u c t o r  reread 
the  completed hnndbook, After  t h e i r  approval, the wr i te r  
had another adminiatrator ,  Ceoil  Leonard, read the handbook. 
It waa then given a f i n a l  check by the  Adult School Pr incipal .  
The adminis t ra tors ,  lne t ruc tors ,  and the  sec re t a ry  
have checked the handbook and found i t  t o  be au l tab le ,  The 
handbook appears i n  Appendix A of t h i s  repor t .  
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 
I. SUMMARY 
It was the  purpoae of t h i s  r epo r t  t o  wri te  a handbook 
of po l i c i e s  and sub jec t  matter offered f o r  high school c r e d i t  
i n  the  Adult Education Program a t  Des Moines Technical High 
School, Des Moines, Ioua. 
The handbook is included i n  Appendix A i n  the format 
i n  which i t  w i l l  be mimeographed f o r  use i n  the school. 
It i s  wr i t t en  f o r  use by adminis t ra tors ,  teachers,  
c l e r i c a l  s t a f f ,  and students.  
The Adult School Pr incipal ,  th ree  instructors i n  the  
Adult High School Credi t  Program, and the secre ta ry  have 
made a thorough review of the  handbook and have found it t o  
be su i t ab l e  f o r  t he  purpose intended. 
It  i s  recomended: 
1. That a l l  s t a f f  mmbera i n  the  Adult High School 
Credi t  Program have a copy of the  handbook ava i lab le  
f o r  reference. 
11 
2. That the handbook be available under ataff  super- 
v i s i on  ( a )  f o r  use by new studenta for  enrollment 
purposes during registrat ion aeasions; (b) for  
ac t ive ly  enrolled students selecting new courses. 
3. That the handbook be reviewed annually and revised 
if necessary. 
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J O B  O P P O R T U N I T I E S  
S T A N D A R D  O F  L I V I H G  
THROUGH THE ADULT H I G H  SCHOOL C R E D I T  PROGRAM 
The purpose of the  high echo01 c r e d i t  program a t  Der 
Moines Technical High School l a  t o  give dropouts a n  oppor- 
t u n i t y  t o  complete t h e i r  high school sub jec t s  and earn  a high 
suhool diploma. Thia diploma i s  a atepping stone t o  higher 
education, an  opportunity t o  obta in  a job, o r  job promotion. 
The school dropout, ina tead of being a p a r t  of "The Great L I 
! 
American Society,  i s  a p a r t  of "Tho Great American Tragedy," 
t 
A mi l l ion  youths each year who have paaaed up the  th ree  R'a 1 
now f i n d  themaelvea trapped i n  the th ree  U ' s  (Unschooled, r I 
Unskilled, and Unemployed). 
Education war once a good th ing  t o  have; today i t  i s  a 
m u s t f  Soma men and women who hnve - not completed high achool 
graduation requirements have found promotion d i f f i c u l t  and 
sometime. imposrible. Others a r e  turned away from even 
applying due t o  the  l ack  of a high achool diploma. 
I T  IS POSSIBIX TO C O M P m  YOUR HIGH SCHOOL EDUCATION. 
IT MEANS BETTER SECURITY, MORE J O B  OPPORTUNITIES,  AND A 
HIGHl3R STANDARD OF LIVIlK+. 
Enro l l  - now by contaating: 
Department of Adult Education 
Dee Moines Publio Sohoolr 
1800 Grand Avenue 
Phone: 288-9511 Ext. 285, 261 
288-4072 (Evening) 
2 1  
FOREWORD 
The Adul t  Educat ion Department o f  t h e  Des Moiner Inde- 
pendent Community School  D i s t r i c t  o f f e r s  a wide v a r i e t y  of 
course8  t o  a d u l t e  i n  t h e  community, High echool  c r e d i t  
c l a s s e s  which enab le  a d u l t s  t o  complete t h e i r  high schoo l  
e d u c a t i o n  a r e  a phase of t h i s  program. 
The a d u l t  h i g h  echool  c r e d i t  program i s  a v a i l a b l e  i n  t h e  
evening a t  Dea Moines Techn ica l  H i g h  School t o  t h o s e  adul t s  
who wish t o  complete t h e  requi rements  f o r  a  diploma s o  tha t  
the c l a s s e s  w i l l  no t  i n t e r f e r e  with daytime employment o r  
f a m i l y  r e s p o n s i b i l i t i e s .  I n  a d d i t i o n  t o  t h e  persona doing  
work f o r  a diploma, t h e r e  a r e  a l i m i t e d  number of  h i g h  schoo l  
g r a d u a t e s  who e n r o l l  i n  t h e s e  c o u r s e s  f o r  r e f r e s h e r  purposes  
o r  t o  s e c u r e  e x t r a  c r e d i t  t o  meet c e r t a i n  c o l l e g e  e n t r a n c e  
requi rements  , t ! 
i C l a s s e s  meet on  Monday, Wednesday, and Thursday evenings  
from 6:45 t o  9:lS p.m. The h i g h  schoo l  c r e d i t  c o u r s e s  a r e  1 i 
o f f e r e d  throughout  t h e  schoo l  year ,  u s u a l l y  s t a r t i n g  one week ! 
a f t e r  t h e  r e g u l a r  h i g h  schoo l  opens and c l o s i n g  t h e  l a s t  week 
i n  May. Enro l lments  a r e  accep ted  any  evening  t h e  c l a s s e s  a r e  i 
i n  s e s s i o n .  T u i t i o n  c o a t s  a r e  $12 f o r  a  aix-week per iod ,  
with a $5 book d e p o s i t .  I L
I 
Instruction is  o f f e r e d  under a s u p e r v i s e d  s t u d y  p l an ,  and I 
t h e  p r o g r e s s  of t h e  i n d i v i d u a l  i s  dependent upon his a b i l i t y  
and t h e  amount of t ime apent  i n  o u t s i d e  atudy. Work corn- 
p l a t e d  l a  r e p o r t e d  t o  t h e  former  achool  a t t e n d e d  and a p p l i e d  
toward requi rements  f o r  a  d i p l o m ,  o r ,  I f  p r e f e r r e d ,  a Den 
Moines Pub l i c  School diploma may b e  i s s u e d  provided  a mini-  
mum o f  two u n i t s  of' c r e d i t  has  been  completed a t  t h e  evening 
ac hool .  
S tudenta  a r e  a l lowed t o  t a k e  o n l y  one s u b j e c t  a t  a t ime. 
The average  amount of time t aken  by  a t u d e n t s  t o  c o n p l e t e  one 
a u b j e c t  i s  i r o n  n ine  t o  t e n  weeks, 
The m a j o r i t y  o f  s t u d e n t s  i n  t h e  high achool  c r e d i t  c o u r s e s  
a r e  between t h e  ages of e i g h t e e n  and twenty- three .  The 
median age  has lowered somewhat i n  t h e  p a s t  few y e a r s ,  Irlora 
people  are r e a l i z i n g  how v e r y  nsaaasary  it  is t o  have a good 
g e n e r a l  educa t ion .  A l l  i n d i c a t i o n s  p o i n t  t o  t h e  f a c t  t h a t  t h o  
en ro l lmen t  w i l l  con t inue  t o  grou  i n  t h e  f u t u r e .  
This handbook g i v e s  a g e n e r a l  o x p l a n a t i o n  of t h e  Adu l t  Edu- 
o a t i o n  Program f o r  High Sohool C r e d i t .  It shou ld  s e r v e  ma a 
guide  f o r  adminis  t r a t o r a ,  t eaohera ,  s e c r e t a r i e s ,  and a d u l t  
a t u d e n t s ,  
TABLE OF CONTENTS 
PAGE 
I. History of the  High School Cred i t  Program . . . .  24 
11. Administrative Procedures and Adult School 
Information . . . . . . . . . . . . . . . . . .  26 
This s ec t ion  on Administrative Procedures w i l l  
be of spec i a l  i n t e r e s t  t o  p r inc ipa l s  of a d u l t  
high school c r e d i t  programs. Tables of en- 
rollment s t a t i s t i c s  and suggestions f o r  coun- 
s e l i ng  a d u l t s  a r e  included i n  t h i s  sec t ion .  
. . . . . . . . . . . . . . .  111. S e c r e t a r i a l  Duties 37 
The c l e r i c a l  s t a f f  w i l l  f i n d  spec i f i c  d e t a i l s  
of the  job l i s t e d  under S e c r e t a r i a l  Duties. 
I V .  Enrollment and General Procedures f o r  the  Student 40 
The Enrollment Procedures give d e t a i l e d  in-  
formation about "how t o  e n r o l l n  i n  t he  High 
School Credi t  Program. General Procedures 
a r e  miscellaneous p o l i c i e s  of t he  evening 
school.  
V.  Teaoher Reference Guide . . . . . . . . . . . . .  46 
Thie guide suppliea i n f o m a t i o n  necessary 
t o  coordinate the record keeping of in -  
s t r u c t o r s .  
V I .  Summary of Courses . . . . . . . . . . . . . . .  51 
The Sumary of Courses gives information about 
the  contents  of each subject .  A s tudent  may 
ask, "What i s  Bookkeeping?" The sumnary should 
give a  b r i e f  explanation of Bookkeeping. 
V I I .  I n d e x .  . . . . . . . . . . . . . . . . . . . . .  71  
COURSES OFFER 
The sub jec t s  l i a t e d  b l o w  a r e  offered by the  Adult Edu- 
ca t ion  Department f o r  high school c r e d i t  a t  Des Moinea 
Technical High School. Upon completion of each courae, the 
s tudent  w i l l  receive  one-half u n i t  of c r e d i t .  S ixteen un i t s  
o r  thir ty-two coursea m u s t  be completed i n  o rder  t o  meet 
graduation requirements, The Adult Education Program meets 
the  acored i ta t ion  requirements of the  North Centra l  Aasoci- 
a t ion .  A summary and explanation of each sub jec t  taught  i n  t 
1 
the high school c r e d i t  program i a  found i n  the  back of t h i s  1 ! 
handbook. ! 
I O N  
sEngl i rh  1 (Grannnar) b Bookkeeping 1 
Bookkeeping 2 *English 2 ( ~ r m a r )  I L
Bookkaeping 3 %English 3 (Composition) 
*English 4 (Composition) 1 Bookkeeping 4 :
Bookkeeping 5 *English 5 (Am, Li t . )  
Buainess English *English 6 (Am. Li t . )  
Buaine8 s Organization English 7 ( ~ n g .  L i t , )  
Comnercial Arithmetic English 8 (Eng, L i t , )  
Commeroial Geography 
Commercial Law 
Saleemanship -SCIENCE 
General Mathematics 1 
General Mathematics 2 SOCIAL STUDIES 
Algebra 1 
Algebra 2 
Geometry 1 
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ED FOR HIGH SCHOOL CREDIT 
LANGUAGE ARTS 
Biology 1 
Biology 2 
*World History ( 2  Ssm.) 
*American His tory  12 S a m - )  
Required Sub jec t a  
One year required 
- .- - - - - - a  
~eome t r y  2 ~American Problama 
Advanoed Algebra ( l r t  Sem. ) *Economicr 
Advanced Algebra (2nd Sem. ) 
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HISTORY OF THE HIGH SCHOOL CREDIT PROGRAM 
"High School Extension Courses f o r  Home s tudyn  were 
offered i n  1944-45. Theae courses f u l f i l l e d  a need t o  serve  
men and women re turning from the  m i l i t a r y  se rv ice  and those 
dee i r ing  t o  complete t h e i r  high school work before enter ing.  
Home study offered an  opportunity t o  secure needed 
c r e d i t s  when school attendance was not p rac t icab le .  These 
courses offered mature persons an opportunity t o  remove the  
handicap of t h e i r  incomplete schooling and receive  a high 
school diploma. 
There were two phasea of t h e  Extension program: 
1. New enrollments fo r :  (a )  High achool graduates 
making up courses f o r  col lege  entrance o r  nurses1 t r a in ing ,  1 ; (b )  Adults making c r e d i t s  toward high school graduation, and 
( c )  Students speeding up graduation before en t e r ing  m i l i t a r y  
service.  t i 
2. There waa a two-year record of accreditment and ad- ! 
visory  se rv ice  f o r  men and women i n  m i l i t a r y  service .  Many i 
had t h e i r  service  records evaluated and c lo s rd  by completion 
of high school requirements. I L 
I 
I n  1945-46 the re  were t h ree  phasea of cont inuat ion of I 
high achool offered t o  veterans and adul t s :  
1. Evening courser  f o r  high school c r e d i t  were offered 
which met 23 hours f o r  th ree  evenings per  week. Twenty-one 
persona enrolled.  Thin program proved auccessful  and con- 
t inued aa our present  syatem. 
2. Home s tudy and tutoring.  
3. Regular day-echo01 attendance. T h i s  program war 
open t o  veterans who were given the  opportunity t o  advance 
a t  a more rap id  r a t e  than teen-age olasa  groups. 
I n  1946-47 the above th ree  pharea ware continued with 
t h e  evening course f o r  high school c r e d i t ,  Adult Education, 
aerving 99 persona, of whom 60 were veterana, 
The adu l t  high school o r e d i t  program waa t h e  f irst  i n  
the a t a t s  of Iowa. The Di rec tor  of the Der Moines Senior  
High Schoole, M r .  J. E. Stonecipher,  d i r ec t ed  t h i s  program 
from 1944-57 by s e t t i n g  up the  plan of opera t ion and l ay ing  
the  groundwork f o r  the  home-study courses,  
M r .  Roes Cramlet took care  of t he  f inances  and record8 
from 1947 t o  1953. In  1953, the High School Cred i t  Program 
was placed under the  Department of Adult Education. 
M r .  Cramlet d i rec ted  the  operat ion from 1957 u n t i l  the  present. 
A t r end  over the pas t  f i f t e e n  years  i nd i ca t e s  t h e  follow- 
ing s i g n i f i c a n t  f a c t s .  
1. About 8 per  cent  of t he  annual enrollment i n  night  
school graduate.  
2. Approximately one-third of t he  new people who e n r o l l  
w i l l  drop out within 30 days a f t e r  they come i n ,  
3, Many dropouts a r e  not due t o  l ack  of i n t e r e s t ;  they 
a r e  caused by outs ide  work responsibility, home du t ies ,  l a ck  
of money, o r  l a ck  of a b i l i t y .  Others having been away from 
school f o r  qu i t e  awhile have d i f f i c u l t y  i n  e s t ab l i sh ing  good 
study hab i t s ,  
4. The median age o f  the  n ight  school s tudent  h a  
continued t o  drop; a t  present  t h i s  age i s  22. From a l l  i n -  
d ica t iona,  t h in  age l e v e l  median w i l l  continue t o  decrease. 
ADMINISTRATIVE PROCEDURES 26 
The proper adminia t ra t ion  of p o l i c i e s  and records  i s  
very e s s e n t i a l  i n  order  t h a t  t he  Adult High School Cred i t  
Program funct ion amoothly. The following reconmendationa 
a r e  given i n  order  t o  insure  a successful program. 
1. There m u s t  be establ ishment of a chain of conmend. 
The proper au tho r i t y  m u s t  be ab l e  t o  i saue  orders  and r ev i ee  
p o l i c i e s  . 
2. The adminis t ra tor  m u s t  a n t i c i p a t e  the r eac t i ons  of 
people and be prepared t o  meet new s i t u a t i o n s  a s  they a r i s e .  
3. Good communication m u s t  ba e s t ab l i shed  with t he  
Di rec to r  of Secondary Education, Department Supervisore,  t h e  
Regis t rar ,  the  c l e r i c a l  s t a f f ,  and i na t ruc to ra .  New and 
changing p o l i c i e s  requ i re  t he  iseuance of b u l l e t i n 8  t o  teaeh- 
e ra ,  s e c r e t a r i e s ,  and s tudents .  Correspondence t o  o ther  
echo01 r e g i e t r a r s  i s  necessary i n  order  t o  c l a r i f y  and under- 
s t and  s tudent  t r a n s c r i p t s ,  
4. Important r e q u i s i t e s  a r e  the  a b i l i t y  t o  supervise,  
g ive  o r  t ake  orders ,  and follow up t o  see  t h a t  t he  job i a  
done s a t i s f a c t o r i l y .  One m u s t  use d i s c r e t i o n  a s  t o  whether 
t h e r e  is  need f o r  cloae o r  loose  supervision,  
5. Grievances m u s t  be s e t t l e d ,  and cooperat ion from 
the  s t a f f  muat be secured. Proper d i s c i p l i n e  muat be doled 
out  and rewarda ehould be given. 
6 .  The adminis t ra tor  m u s t  be f l e x i b l e  and ready t o  
adapt t o  changing condit ions.  
7. The adminis t ra tor  m u s t  understand the  methods, i m -  
portance, and involvements of counseling adu l t s .  
8. A case f i l e  system m u s t  be maintained and r e a d i l y  
ava i l ab l e  f o r  reference.  
9 .  The adminia t ra tor  m u s t  serve  a s  a  l i a aon  between t h e  
facu l ty ,  the  r e g i s t r a r ,  parents ,  and management personnel. 
10. An admin is t ra to r  m u s t  con t inua l ly  keep records  on 
the t rends  of enrollment, attendance, and moneys. These rs- 
p o r t s  w i l l  serve a s  a n  analyaia of f u t u r e  needs. A system 
of r epo r t  forma m u s t  be b u i l t  up which show comparlaons and 
a  t rend  analyaia  based on question8 t h a t  a r e  asked. I n  an 
annual repor t ,  the  records should revea l  the  i n f o m a t i o n  r e -  
quired by t he  ( a )  Board of Education, ( b )  Management and 
Supervisors ,  ( c )  Lay people, and ( d )  The Educat ional  Agencies 
t h a t  p r o t e c t  and review s tandards  ( ~ o r t h  C e n t r a l  Associa t ion)  . 
The fol lowing pages a r e  presented  i n  r e p o r t  form g iv ing  
v i t a l  i n f o r m t i o n  requeated by t h e  f o u r  agencies  l i s t e d  above 
i n  Item 10. 
The f i r a t  r e p o r t  requeated by t h e  North C e n t r a l  Associa- 
t i o n  givea a  genera l  d e s c r i p t i o n  of t h e  Adult  High School 
C r e d i t  Program, 
This  i a  followed by Table I ehowing enrol lment  statistics 
f o r  a one-year per iod,  1963-64. Table I i n d i c a t e s  t h a t  t h e  
enrol lment  of men and women i s  approximately equal .  There i s  
a  wide range i n  the  age of s tuden t s ,  t h e  youngest p u p i l  a t  
age 15, the  o l d e a t  a t  age 52. 
Enrollment by grade c l a s s i f i c a t i o n  i s  l i s t e d  i n  Table 11. 
These f i g u r e s  show a d e f i n i t e  p a t t e r n  with Senior  enrol lment  
h ighes t ,  followed by Juniors ,  Sophomores, and Freshmen respec-  
t i v e l y .  The Post  Graduate s tuden t s  t a k i n g  r e f r e s h e r  courses  
have t h e  smal l e s t  enrollment. 
The High School C r e d i t  Divia ion  enrol lment  s t a t i s t i c s  i n  
Table 111 cover  a  three-year  per iod  from 1562 t o  1965. These 
a t a t i a t i c s  i n d i c a t e  increases in: t o t a l  enrol lment ,  average 
enrol lment ,  and s e m s t e r  grades i ssued .  The average a t t e n d -  
ance i n d i c e t e a  t h a t  s tuden t s  a t t e n d  c l a s s  approximately once 
every t h r e e  c laaaea ,  o r  once a  week. 
Table IV l l s t a  t h e  courses  o f f e r e d  and enrol lment  f i g u r e s  
In  each c l a s s .  The Soc ia l  Science enrollment was the  h ighes t ,  
with 61.2 per  c e n t  of t h e  s tuden t s  e n r o l l e d  r e c e i v i n g  c r e d i t .  
A t o t a l  of 48 per  c e n t  e n r o l l e d  i n  Buainess Education rece ived  
c r e d i t .  Mathematics and Science followed c l o s e l y  behind with 
47.8 per  cent  of the  enrollment r e c e i v i n g  c r e d i t .  Eng l i sh  had 
42.6 p e r  c e n t  of t h e  t o t a l  enrollment r e c e i v i n g  c r e d i t .  
The enrollment a t a t i s t i c s  according t o  age a r e  l i s t e d  i n  
Table V. These s t a t i a t i c a  show t h a t  t h e  h i g h e s t  number of 
men e n r o l l e d  range from ages 18 t o  23; i n  t h e s e  age b r a c k e t s  
119 men were e n r o l l e d  with 97 dropouts,  a drop r a t e  of 81.5 
per  cen t .  The h ighes t  number of women e n r o l l e d  range from 
ages  17  t o  22; i n  t h i s  s ix-year  b racke t  107 women e n r o l l e d  
with 61 dropouts,  a drop r a t e  of 57 p e r  cant .  
Table V I  i a  a P r o f i t  and Loas Statement r eques ted  by t h e  
Board of Eduaation. The t o t a l  c o a t s  a r e  s u b t r a c t e d  f rom t h e  
t u i t i o n  fee8  c o l l e o t e d  showing a  g a i n  i n  1963-64. The c o a t s  
do not inc lude  b u i l d i n g  maintenance and s a l a r y  of t h e  p r i n c i -  
p a l  a s  t h e s e  a r e  covered by t h e  genera l  budget of t h e  Des 
Moines Independent Community School D i s t r i c t .  
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NORTH CENTRAL ASSOCIATION REPORT 
DESCRIPTION OF THE ADULT HIGH SCHOOL CREDIT PROGRAM 
The Department of Adult Education o f f e r s  courses  f o r  h igh  
school  c r e d i t  t o  a d u l t s  a t  Dea Moinee Technical  High School. 
This  i s  a program of supervised study i n  t h e  academic a r e a  t o  
enable  a d u l t e  t o  complete requirements f o r  a high school  
diploma, 
Schedule: Monday, Wednemday and Thuraday; 6:45 t o  9:lS p.m. ; 
September through May. 
Cost: $12 f o r  each  six-week period,  payable i n  advance; $5 textbook depos i t ,  refundable.  
I n s t r u c t o r s :  Minnekus Schakel - History  
George C h r i s t i a n  - Engliah 
Belf ord Walker - Mathematic8 & Biology 
Gene Wanek - Business  Education 
TABLE I 
ENROLMEXT STATISTICS, 1963-64 
Enrollment: Men . , . 201 Age: Youngest Pup i l  . . 1s 
Women . . 196 
-
Oldes t  p u p i l  . . . 52 
T o t a l  . . 397 
Semerter grades i r suad  343 Average enrol lment  . . 122 
Graduates . . . . . . . 26 Average a t tendance  
pe r  n i g h t  . . . . . 46 
Number e n r o l l e d  f o r  
pos t  graduate  and Number of sesa iona  . . 101  
r e f r e a h e r  work . . . . 1 9  
TABLE I1 
ENROLLMENT BY GRADE CLASSIFICATION 
Grade 9 1 0  11 1 2  P. Grad. T o t a l  
Number 
Enro l l e d  46 
ADULT HIGH SCHOOL CREDIT DIVISION EIJR0LL;MENT 
STATISTICS FOR A THREE-YEAR PERIOD 
Total Enrollment 327 397 403 
Average Enrollment per Night 106 122 147 
Average Attendance 40 46 46 
Semerter Grades Iaaued 283 34 2 377 
mumbar completing required 
work f o r  diploma 33 26 29 
Number completing one or more 
subjects  and returning t o  
day achool .. - 6 
Number enrol led f o r  
refresher and port  
graduate work 10 19 19 
Drops 190 252 239 
TABLE I V  
ADULT HIGH SCHOOL CREDIT DIVISIOB COURSES 
OFFERED AND ENROLLMENT I N  EACH CLASS 
1963-64 
E n g l i r h  Soc i a l  Science 
C r e d i t  - Inc. T o t a l  C r e d i t  - Inc .  
Eng l i rh  1 5 8 
Englieh 2  2 7 
Engl i sh  3 4' 17 19 Engl ish  4 3 7 
Engl i sh  5 16 20 
20 
36 
Engl ish  6 14 
6 
34 
i( Z 1 13 Englieh 
- - 
5 
-
T o t a l  55 74 129 
World H i s t ,  1 20 20 
World H i s t .  2 16 2 
His tory  3 .I - 
History  4 - - 
His to ry  5 20 23 
His to ry  6 25 13 
His to ry  7 40 20 
His to ry  8 41 
-
25 
-
T o t a l  162 103 
Mathomatior and Science 
-
Business Education 
C r e d i t  - Inc. Tota l  
Ben. Math. 1 31 30 61 
Gen. Math. 2  14 1 
Science 3 5 11 16 15 
Science 4 3 - 3 
Math 1 1 1 2  
- - 
13 
Matk 2 - 
Math. 3 - 
Matk 4 1 4 .. 4 1 
Matk 5 1 2 
- 
3 
Math. 6 
- 
1 
-
1 
-
T o t a l  56 61  117 
Bookkeeping 1 
Bookkeeping 2 
Bookkeeping 3 
Bookkeeping 4 
Bookkeeping 5 
Comtl. Law 
Comll. Geog. 
Bus. Engl i sh  
Comtl. Arith, 
Buaineaa Org. 
Saleamanahip 
T o t a l  
C r e d i t  Inc.  T o t a l  
-
TABLE V 
ADULT HIGH SCHOOL C W I T  DIVISIOB 
ENROLl2JENT ACCORDING TO AGE 
1963-64 
Age Men Men Women Women Enrollad Dropped Enrolled Dropped 
52 o o 1 1 
Total  201 143 196 109 
TABLE V I  
ADULT HIGH SCHOOL CREDIT DIVISION 
PROFIT AND LOSS STATEMENT 
1963-64 
Fees -Collected 
Remitted: 
November . . . . . . . . . .  #2,833.38 
December . . . . . . . . . .  1,183.50 
March . . . . . . . . . . . .  2,556.00 
April  . . . . . . . . . . . .  1,064.00 
June . . . . . . . . . . . .  936.00 
Cost 
-
Inatruation: 
George Christian . . . . . .  $1,515.00 
Minnekua Schakal . . . . . .  1,515.00 
Belford Walker . . . . . . .  1,515.00 
Gens Wanak . . . . . . . . .  1,515.00 
Secretaria l  Services: 
Maxine Lanning . . . . . . .  673.75 
B e t t y S p e t h .  . . 90.00 
. . . . . . . .  Mildred H i l l  12.50 
. . . . . . . . .  Ruth Taylor 10.00 
Gain . . . . . . . . . . . . . . . . . . .  $1,726.63 
-
C OUNSELIMG ADULTS 
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It i a  neceaaary t h a t  t h e  a d m i n i s t r a t o r  have a n  under- 
s t and ing  of t h e  fo l lowing f a c t s  when he i s  counse l ing  a d u l t s :  
1. Adults  ask ing  t o  be e n r o l l e d  i n  an  evening h igh  
school  w i l l  come from many d i f f e r e n t  communities and s t a t e s .  
2. The t r a n s c r i p t s  n i l 1  vary cons iderably  i n  form and 
condi t ion .  
3. Requirements f o r  graduat ion  and c r e d i t s  accep tab le  
vary  wi th  d i f f e r e n t  schools  and i n  d i f f e r e n t  s t a t e s .  
4. It should be made c l e a r  t h a t  it i s  t h e  r e s p o n s i b i l i t y  
of t h e  s tuden t  t o  f u r n i s h  the  evening h igh  school  r e g i s t r a r  
with a aomplete up-to-date t r a n s c r i p t .  It should be under- 
s tood  t h a t  o f f i c i a l  t r a n s c r i p t s  a r e  t r a n s f e r r e d  from r e g i s t r a r  
t o  r e g i s t r a r  and ahould not be given t o  t h e  s tuden t .  A a tu -  
d a n t l a  copy of tha t r a n s c r i p t  cannot be accepted a s  a n  
o f f i c i a l  t r a n a c r i p t .  
5. A atudent  should not be admit ted  u n t i l  h i s  t r a n a c r i p t  
has been rece ived  from t h e  l a s t  school  he a t tended.  This  I s  
t he  only  su re  way t o  advise  the  s tuden t  on what i s  needed t o  
be c e r t i f i e d  f o r  a  h igh  achool diploma. I n  a case  where 
t h e r e  i s  a  ques t ion  a s  t o  the value of c r e d i t s ,  o r  t h e  ac- 
c e p t a b i l i t y  of c r e d i t ~ ,  t h e  r e g i s t r a r  i n  charge of the  h igh  
school  where t h e  evening school  is conducted should be asked 
t o  eva lua te  and v e r i f y  the  t o t a l  accep tab le  c r a d i t a .  
6 .  If a s tuden t  ques t ions  t h e  accuracy of t h e  t r a n a c r i p t  
from h i s  former school ,  he ahould understand t h a t  it is  h i s  
r e a p o n s l b i l i t y  t o  r eques t  a  c o r r e c t e d  copy and, i f  necessary, 
prenent  t o  t h a t  achool r e p o r t  cards  o r  o t h e r  evidence of work 
-
completed. 
7. C r e d i t s  f o r  work completed through t h a  M i l i t a r y  
Institute o r  through s t a t e  c o r r e c t i v e  i n s t i t u t i o n s  should  be 
presented  t o  t h e  former aohool and m u s t  be recorded on t h e  
o f f i c i a l  t r a n s c r i p t  before  it i a  forwarded t o  t h e  evening 
achool. Where t h i s  i e  not poaaib le ,  such c e r t i f i c a t e s  of 
c r e d i t  m u s t  be presented along wi th  t h e  t r a n s c r i p t  t o  t h e  
d i r e c t o r  of aeoondary eduoat ion f o r  e v a l u a t i o n  and approval .  
8. I n  moat cases  where only  very few c r e d i t s  a r e  y e t  
needed the  c r e d i t  cards  earned w i l l  be a e n t  t o  t h e  school  
t h e  s t u d e n t  a t tended before  he came i n t o  a d u l t  evening achool .  
I n  cases  of t h i s  kind, t h e  r e g i s t r a r  of t h e  corresponding 
school  should advise  on school  s t a t i o n e r y ,  over  s i g n a t u r e ,  
a s  t o  what s u b j e c t s  t h e  i n d i v i d u a l  should take.  If t h e s e  
procedures a r e  followed c a r e f u l l y ,  a l l  work accomplishment 
w i l l  c o n t r i b u t e  t o  t h e  ob jec t ive  ; namely, s a t i s f a c t o r y  com- 
p l e t i o n  of work f o r  a  high school  diploma, 
9, If an ind iv idua l  has l e s s  t h a n  a  yea r  and a  half of 
work t o  complete, t h e  c r e d i t  cards  earned should be r e t u r n e d  
t o  h i s  previous school .  The composite record  should be kep t  
t h e r e ,  and i n  no case  should this complete cumulative r ecord  
be s e n t  t o  t h e  a d u l t  evening school.  This  informat ion  should 
be kept  i n  t h e  o r i g i n a l  school.  Occasional ly complete r ec -  
ords  a r e  s e n t .  They should be re tu rned  t o  t h e  pa ren t  school  
b y  t h e  a d u l t  evening s e c r e t a r y ,  
10. Adult .  evening high schools ,  if managed on an ac-  
c e l e r a t e d  b a s i s ,  m u s t  make i t  c l e a r  t o  t h e  p rospec t ive  s t u -  
dent  t h a t  it w i l l  be necessary f o r  h h  t o  t ake  c e r t a i n  
i n i t i a t i v e  and aesume c e r t a i n  r e s p o n s i b i l i t i e s  on h i s  own, 
some of which are :  
a .  He should understand t h a t  a n  a c c e l e r a t e d  program 
i s  not a  shor t -cut  program. He w i l l  cover  t h e  
same s u b j e c t  mat ter  t h a t  he would cover  i n  day 
school ,  a l though u n i t  assignments w i l l  be  much 
l a r g e r  than t h e  day-to-day assignments of day 
school.  
b, I n  tha absence of formal r e c i t a t i o n  i n  a d a i l y  
c l a s s ,  he m u s t  t ake  t h e  i n i t i a t i v e  t o  confe r  
r e g u l a r l y  with h i e  i n s t r u c t o r  i n  o rde r  t o  make 
s a t i s f a c t o r y  progress  . 
c .  H e  should understand t h a t  soma s u b j e c t s  w i l l  
r e q u i r e  more ind iv idua l  i n s t r u c t i o n  and a  c l o s e r  
superv i s ion  of s tudy  than o t h e r  s u b j e c t s  which 
depend more on reading  a b i l i t y  and comprehension. 
Therefore,  he ahould be advised t o  work out  
with each  i n s t r u c t o r  a schedule of a t t endance  
t h a t  w i l l  enable him t o  progress  t o  t h e  b e s t  of 
h i s  a b i l i t y .  
11. It should be s t r e s s e d  t h a t  t h i s  i s  not  a  t e s t i n g  
program, bu t  a  s u  e r v i s e d  s t u d z  program and t h e  progresa 
made by t h e  i n d b  dependent upon t h r e e  th ings :  
a, Hia a b i l i t y  aa a  s t u d e n t .  
b. The amount and r e g u l a r i t y  of time he w i l l  spend 
on prepara t ion ,  
c .  Regu la r i ty  of c o n t a c t  with t h e  i n s t r u c t o r .  
12.  S ince  t h e  Des Moinea Public Schools have a junior-  
s e n i o r  h igh  school  system, i t  w i l l  be necessary f o r  s t u d e n t s  
who a r e  i n  t h e  n i n t h  grade l e v e l  and who p lan  t o  r e t u r n  t o  
day school  a t  t h e  t e n t h  grade l e v e l  t o  secure  approval  from 
the  Department of Pup i l  Personnel Se rv ices  be fo re  admission 
can be granted.  
13. I n  a case  where t h e  i n d i v i d u a l  does not have a n  
e i g h t h  grade diploma o r  cumulative r ecord  i n d i c a t i n g  t h a t  he 
has completed t h e  e i g h t h  grade, he should be r e f e r r e d  t o  t h e  
Guidance Div i s ion  t o  take an  educa t iona l  achievement t e s t .  
If t h e  score  is  h igh  enough t o  i n d i c a t e  completion a t  t h e  
e i g h t h  grade l e v e l ,  t h e  s tudent  may be e n r o l l e d  a t  t h e  n i n t h  
grade l e v e l .  
14. A t t e n t i o n  m u s t  be g iven  t o  t h e  fo l lowing d e t a i l s  
i n  cases  where a  day-school-aged s t u d e n t  whose a t tendance  
has been i n t e r r u p t e d  r e q u i r e s  admission t o  t h e  evening h igh  
school  t o  cont inue h i s  progress  u n t i l  t he  end of t h e  semester ,  
a t  which time he in tends  t o  r e -en te r  the  r e g u l a r  day school:  
a. C r e d i t  o r  records- - ( In  aome c a s e s  unf in ished  
work is  involved. ) The c r e d i t s  have t o  be f o r -  
warded immediately on completion t o  t h e  r e g i s -  
t r a r  of t h e  corresponding school .  Some 
p r i n c i p a l s  r e q u i r e  t h e  names of p rospec t ive  
s tudent8  f o r  tha  next semester  ahead of t ime. 
b. The counselor  m u s t  hove an  up-to-date t r a n s c r i p t  
i n  h i s  handa when the  s t u d e n t ' s  assignment c a r d  
is  made. 
o .  Recommended s u b j e c t  a reaa  m u s t  come from t h e  
corresponding school  where he l a s t  a t tended.  
Theae d e t a i l s  of o o m u n i c a t i o n  a r e  necessary i n  o r d e r  
t o  p r o t e c t  t h e  i n t e r e s t  of the  s tuden t ,  and they  m u s t  be 
c a r r i e d  out  on s h o r t  no t i ce  t o  meet a deadl ine .  It i s  some- 
t imes d i f f i c u l t  f o r  r e g i s t r a r s  and a d m i n i s t r a t o r s  t o  move a a  
f a s t  a s  t h e  situation requ i res .  
CASE-FILE SYSTEM 
Each record of an  individual  s tudent  should be kept i n  
one f o l d e r  i n  t he  case- f i l e  system, Iternrs which might be 
f i l e d  i n  the  s tudent  ca se - f i l e  fo lde r  a r e  educat ional  t r sna -  
c r l p t s ,  i n t e l l i gence  t e s t s ,  pe rsona l i ty  t r a i t  r a t i ngs ,  
i n t e r e s t  i n  outs ide  a c t i v i t i e s ,  d i s c i p l i n a r y  records, per- 
sonal  data,  copies of correspondence regarding the individu- 
a l ,  and records of enrollment and achievement, 
Prospective employers of t en  want information about the  
individual  which i s  covered by the  complete case f i l e  aa 
well as  t he  complete academic accomplishment. However, 
genera l ly  speaking the  r e spona ib i l i t y  of the  night  high 
school f o r  a d u l t s  i s  t o  provide f a c i l i t y  f o r  earning c r e d i t s  
only. 
The above information should be c l e a r l y  understood by 
t h e  s tudent  when he i s  admitted t o  the  evening a d u l t  high 
school. 
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SECRETARIAL DUTIES 
It i s  t h e  r e s p o n s i b i l i t y  of t h e  Adult  High School 
C r e d i t  s e c r e t a r y  t o  c a r r y  ou t  the  fo l lowing d u t i e s :  
1. Be p resen t  dur ing  enrollment aess ione  and on du ty  
each Monday, Wednesday, and Thursday from 6:45; t o  9:45 p,m. 
2. F i l e  a l p h a b e t i c a l l y  a l l  s t u d e n t  t r a n s c r i p t s ,  S tudent  
Program Cards, and Cred i t  Record Cards. 
3. C o l l e c t  t u i t i o n  and book depos i t s ,  i s s u e  r e c e i p t s  
and book refunds,  count t h e  money, and wr i t e  a r e p o r t  of t h e  
f unda . 
4. Keep t h e  Record of Attendance and Tu i t ion ,  (The 
teachera  t a k e  a t tendance  and t u r n  it i n  t o  t h e  s e c r e t a r y  
each evening; the  s e c r e t a r y  i n  t u r n  p o s t s  each i n d i v i d u a l l s  
a t tendance  and records  t h e  t o t a l  f o r  t h e  sess ion . )  
5. It i s  the  s t u d e n t l a  o b l i g a t i o n  t o  pay t u i t i o n ;  how- 
ever ,  t h e  s e c r e t a r y  w i l l  n o t i f y  t e a c h e r s  when t u i t i o n  i s  due. 
No c r e d i t e  w i l l  be i s sued  when t u i t i o n  18 overdue. T u i t i o n  
is marked i n  r ed  on the  Class  Record form. 
6 .  Poat t h e  High School C r e d i t  Record Summary. 
7. Answer t h e  telephone and g ive  informat ion  rega rd ing  
t h e  Night High School. 
8 Compile the  fol lowing information f o r  annual  r epor t s :  
What c l a s a e a  a r e  of fered ,  t h e  t o t a l  e n r o l l e d  
i n  each s u b j e c t ,  t he  number of c r e d i t s  i s s u e d  
i n  each s u b j e c t ,  and t h e  number of incompletes.  
The enrollment by grade c l a s s i f i c a t i o n .  
The ages of t h e  youngest and o l d e s t  p u p i l s .  
A breakdown of t h e  number of men and woman 
enro l l ed .  
The number of s t u d e n t s  i n  p o s t  g radua te  and r e -  
f r e s h e r  work. 
The average enrollment and average a t t endance .  
The number of s e s s i o n s ,  
The t o t a l  number of grades  iasued.  
The number completing requ i red  work f o r  a di*ma. 
The number of s t u d e n t s  who have completed one 
aub j ec t ,  t h e  number completing two, and more 
than  two sub jec t s .  
The number of incompletes o r  drops. 
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HIGH SCIIOOL CFEDIT COURSE 
Class Record 
Year 196546 
- 
RECORD OF AlT2NDANCE MTD TUITIOIJ Books 
NAMZ 3 ," m s 0" s O \ W - - L t  
IT IS IMPORTANT that  this record be kept current and accurate 
since it involves attendance, tu i t ion ,  and record of book 
deposits and refunds. 
Tavl or. R i c b d  
Name 
Kigh School Credit 
Semester Record Sumnary 
( t o  be posted annually and retained in enrollment folder) 
Notes : 
ENROLLMENT PROCEDURES 
40 
The fo l lowing Enrollment Procedures a r e  presented  t o  
g i v e  information t o  s tuden t  en ro l l ees .  Members of t h e  s t a f f  
r e g i s t e r i n g  pup i l s  on opening n igh t  w i l l  f i n d  i t  h e l p f u l  t o  
r ead  each i tem aloud. 
1. High School Cred i t  Classes  open i n  September two 
weeks a f t e r  day school  begins and c l o s e  i n  May two weeks 
before  t h e  day school  c loses .  
2. Who is e l i g i b l e ?  Any person e igh teen  yeara of age 
o r  ovep who i s  not enrol1,ed i n  t h e  r e g u l a r  day school  i s  
e l i g i b l e  f o r  t h e  evening c l a s s e s .  Any person under e igh teen  
yea r s  of  age who has d iscont inued school  may make a p p l i c a t i o n  
t o  t h e  Board of Review f o r  cons ide ra t ion  concerning admission. 
3. Write o r  c a l l  t he  r e g i s t r a r  where you l a s t  a t t e n d e d  
h igh  school  and reques t  t h a t  your t r a n s c r i p t  of c r e d i t s  be 
s e n t  t o  t h e  Adult Divis ion,  Des Moines Technical High School. 
NOTE: The work you must complete w i l l  be  t h e  d i f f e r -  
ence between what you now have on f i l e  a s  earned c r e d i t  and 
t h e  a i x t e e n  u n i t s  r equ i red  f o r  graduat ion.  
4. Af te r  t e n  days c a l l  t h e  a d u l t  d i v i s i o n  t o  determine 
i f  your t r a n s c r i p t  has been rece ived .  If so,  you may come 
i n  any Monday, Wednesday, o r  Thursday n igh t  f o r  counse l  and 
assignment t o  c l a s a .  
NOTE: If you need he lp  o r  advice on t h e  proper  
procedure t o  r eques t  a  t r a n s c r i p t ,  which i s  your respons i -  
b i l i t y ,  ask your counaelor.  I n  t h e  event t h a t  you encounter  
d i f f i c u l t y  i n  secur ing  your c r e d i t s  from your former schoo l ,  
t h e  evening school  p r i n c i p a l  w i l l  be g l a d  t o  g ive  assistance. 
5. New enrol lments  a r e  accepted any Monday, Wednesday, 
o r  Thuraday n ight ,  6:45 t o  9:15 p.m. The f e e s  a r e  $12 p e r  
eix-week period,  payable i n  advance, wi th  an a d d i t i o n a l  $5 
f o r  book depos i t .  The book d e p o s i t  i s  refunded when t h e  book 
i s  r e t u r n e d ;  refunds -- w i l l  not be made betwean --- June 1 0  and 
September 10. 
-
Workbooks and paper backed textbooks must be purchased. 
T u i t i o n  and book d e p o s i t  may be paid by aheck ($17). Check 
muat be made payable t o  " D s s  Moines Teoh., A d u l t  Divan 
- - - 
6. S tuden t t  s Program - Card. The s t u d e n t  m u s t  complete 
two c o ~ i e s  of t h e  Pronrarn Card (fill i n  t h e  f r o n t  and back 
-
sides):  See the  i l l u i t r a t i o n .  ' 
7. Cred i t  Record - Card. The a tudent  must complete - two 
c o ~ i e a  of t h e  Cred i t  Record Card. One of t h e s e  c a r d s  w i l l  
b e x s e n t  t o  your former school,  t h e  o t h e r  w i l l  remain i n  t h e  
f i l e s  a t  Tech a s  a permanent record.  See t h e  i l l u s t r a t i o n .  
NOTE: Across the  t o p  of each C r e d i t  Record Card, 
you m u s t  r ecord  t h e  - name of the  High School t o  which c r e d i t s  
a r e  t o  be sen t .  Speci fy  d e f i n i t e l y  t h e  name of t h e  school,  
c i t y ,  and s t a t e  i n  which it i s  loca ted .  
8. - Dea Moinea diploma. If you a r e  from o u t s i d e  Dea 
Moinea and p r e f e r  t o  r ece ive  a Des Moines Publ ic  School d i -  
ploma, w r i t e  Des Moines Tech., Des Moines, Iowa, on t h e  C r e d i t  
Record Card ina tead  of t h e  name of your former school .  
NOTE: To be  e l i g i b l e  f o r  a Des Moines diploma, you 
m u s t  complete a minimum of - two u n i t s  ( f o u r  courses)  of work 
here  a t  Tech. 
S tudents  coming from p a r o c h i a l  o r  Junior  higlh schools  
w i l l  r ece ive  a "Des Moinea Public  Schoolw diploma. Cn t h e  
C r e d i t  Record Carda complete the  l i n e  "Credi t s  earned should 
be aen t  to :  Dea Moinea Tech Dea Moinea, Iowa. 
- * ,  -
WORLD HISTORY, MATH, AND SCIENCE REQUIREMENTS 
1. A s tuden t  muat aomplete t h e  aame r e q u i r e d  s u b j e c t s  
and c r e d i t a  t h a t  Des Moines Schoola were r e q u i r i n g  a t  t h e  
time t h e  s t u d e n t  f i r s t  became a aophomore i n  day o r  n i g h t  
ac hool . 
a. I n  September, 1960, only  U. S. His tory ,  Ameri- 
can Problems, (His tory  5,  6, 7, & 8) and six 
semesters  of English were requi red .  
b. I n  September, 1961, two semesters of some kind 
of Mathematics were added. 
a .  I n  September, 1962, two aemsstera or  sc ience  
were added. 
d. I n  September, 1963, two aemeatera of World 
History were added. 
EVALUATION SHEET PREPARED FROM YOUR TRANSCRIPT 
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Student  s Name 
You w i l l  be  r equ i red  t o  complete th i r ty - two  (32) half year  
s u b j e c t s  t o  be e l i g i b l e  f o r  a diploma, You now have on f i l e  
- ha l f -yea r  s u b j e c t s  which i n d i c a t e s  you w i l l  need t o  
complete ha l f -year  s u b j e c t s  f o r  a  diploma. 
This e v a l u a t i o n  s h e e t  prepared from your t r a n s c r i p t  w i l l  an- 
a b l e  you t o  a r range  a schedule f o r  t h e  f u t u r e  and determine 
roughly t h e  p repara t ion  y e t  r e q u i r e d ,  Evening high school  
t eachers  a r e  of t h e  opin ion  t h a t  the  average s t u d e n t  has t o  
spend about  one hundred hours i n  p repara t ion  per  s u b j e c t  t o  
meet t h e  s tandard ,  This f i g u r e  w i l l -  vary with i n d i v i d u a l  
a b i l i t y .  The d e c i s i o n  of t h e  i n s t r u c t o r -  i n  a l l  cases  s h a l l  
be f i n a l .  
L i s t e d  below a r e  t h e  sub jec ta  which a r e  o f f e r e d  a t  n igh t  achool 
and which may be taken t o  f i l l  out  t h e  f u l l  requirements of 
1 6  u n i t s .  
His tory  5 6 7 8 
Eng l i sh  1 2  3 4 5 6 
Subjec t s  a l ready taken i n  
day school .  
General  Mathematics 1 2 Woodshop 1 2 3 4 5 6 
Engliah 7 8 Autoshop 1 2 3 4 5 6 
World His to ry  1 2 Homemaking 1 2 3 4 5 6 
Biology 1 2 Voice 
Bookkeeping 1 2 3 4 5 Band 
Commercial Ari thmetic  General  Science 1 2 
Commsrcial L a w  
Buainaas Engl ish  Others: 
B u s  ineas  Organizat ion 
Saleamanship 
Geography 
The evening high achool p lan  has worked well  i n  t h e  paa t .  The 
auccess you aoqui re  i a  e n t i r e 1  2 t o  gou. ~ t t e n d a n c e  and 
r e g u l a r  work h a b i t s  'i;il r-- determine c u r  program. Your i n s t r u e -  
t o r s  a r e  we l l  prepared and q u a l i f i e d  t o  g i v e  you the  h e l p  
needed. 
Date Counaalor 
(Student must complete fwo copies) STUDENTS PROGRAM CAR1 
11 Grade ------- ------- 
Smith ' v i i l l iam L . 
Last Name First Name and Initial (Maiden Nzme) 
Segtember 15 1465 Date --------- ----------- J--- -- ----- Flr. Schakel  Counselor- ----- ----- ---- --------- 
I I Subject / ~ l rnbc; l  Teacher Room I 
>- -- - 
Bookkeeping 1 I Bk 1 / M r .  Wanek 
-- - -- 
' 311 
X 1 
Rer narks: 
ADULT EVE%VC HlCH SCHOOL 
DES MOINES PUBLIC SCHOOLS 
t Hdr Two C-l Ames E. S. Anes,  Iowa Credits Earned Should Be Sent to ............................................................ 
S r h m l  City Stare 
CREDIT RECORD CARD 
Smi th  W i l l i a m  L. \amc---------------J-------------------------------------- ------ Sex---------- 
1.as1 Ssmc F ~ n c  Name and In~rial t5tridcn Same)  
An!es E. S.  Rirth: ~ l n c c -  --~-c?J-?~?!? --------- Birth ~ste!!1/~1:?2--- Entered from ------------- ----- 
r .  1 Dm. 
June 1966 For Term Ending- - - - .. -.- -  - d- - - - - -  ------ - - - - - -  - 
A ~ I ' I . T  FVEVIYC: HIGH SCHOOL 
r ~ r m  3 1  I I h ~ - 7 - 6 1  n !kt. m h  rrms nrs \ t n ~ \ r s  r l ' n l  ic SCIINI~  s 
GENERAL PROCEDURES 
44 
The f o l l o w i n g  procedurea a r e  g e n e r a l  a ta temente  concern- 
i n g  t h e  underscored paragraph heading. Theae i t e m  a r e  i n -  
t ended  t o  g i v e  f a c u l t y ,  s e c r e t a r i e s ,  and s t u d e n t s  in format ion  
about  mi sce l l aneous  procedures.  They s h a l l  b e  i n  e f f e c t  un- 
til f u r t h e r  r e v i s i o n .  
1. Ac t ive  enrol lment .  The s t u d e n t  must be a c t i v e l y  
e n r o l l e d  i n  the evening h igh  school  c r e d i t  course  b e f o r e  
c r e d i t s  can  be  i s sued .  1 t - w i l l  be  necessary  a l s o  t o  c a r r y  
a n  a c t i v e  enro l lment  while t h e  work is be ing  done. 
2. S tuden t  p rogress .  Each s t u d e n t  w i l l  p rog re s s  accord-  
i n g  t o  h i s  a b i l i t y  and t h e  m o u n t  of t ime he wiahes t o  spend, 
Only under  unusual  s i t u a t i o n s  may a s t u d e n t  complete more 
t h a n  h a l f  a u n i t  of c r e d i t  w i th in  a six-week per iod .  Those 
persona d e s i r i n g  t o  ach ieve  more c r e d i t  i n  t h i s  pe r iod  of 
t ime  must make a p p l i c a t i o n  t o  t h e  Board of Review - i n advance. 
3. A s a i ~ n m s n t  -- of work. I n s t r u c t o r s  w i l l  a s s i g n  work 
i n  u n i t s ,  e a c h  of which must be s a t i s f a c t o r i l y  completed and 
approved by  them b e f o r e  f u r t h e r  work i s  g iven .  The d e c i s i o n  
of t h e  i n s t r u c t o r  with r ega rd  t o  s t anda rds  and q u a l i t y  of 
t h e  work done and t h e  grade  recorded  is f i n a l ,  
4. Adminia te r ing  s t u d e n t  t e s t s .  The i n s t r u c t o r  a h a l l  
n o t  b e  r e q u i r e d  t o  g i v e  t e s t a  over  o u t l i n e  m a t e r i a l s  which 
have been  handed i n  u n t i l  t h e  s e s s i o n  a f t e r  it i s  r e c e i v e d  
b y  t h e  i n s t r u c t o r .  
5. Tracking.  A l l  s u b j e c t s  which a r e  t r a c k e d  i n  t h e  
r e g u l a r  d a y  s choo l  a h a l l  be cons idered  a s  g e n e r a l  t r a c k  o n l y  
i n  t h e  n i g h t  h igh  school .  
6. C l a s s  - rank.  The t r a n a f e r  of c r e d i t s  ea rned  i n  t h e  
n i g h t  h i g h  school  t o  t h e  day school  program may a f f e c t  t h e  
c l a s a  r a n k  of t h e  day school  s tuden t s .  
7.  Attendance recommandationa. Attendance i e  not  com- 
p u l s o r r  a t  e a c h  s e s s i o n  i n  t h e  n igh t  h igh  school .  However, 
it  i s  recornended t h a t  a tudenta  a t t e n d  a minimum of once a 
week. P a s t  r e c o r d s  i n d i c a t e  t h a t  s t u d e n t s  with good a t t a n d -  
ance  progresa  much more r a p i d l y  and ach ieve  b e t t e r  g rades ,  
8. Courae c r e d i t s .  When t h e  work i s  s a t i s f a c t o r i l y  
completed a s  judged by o r a l  and w r i t t e n  t e s t s  and review of 
m a t e r i a l s  prepared, t h e  i n s t r u c t o r  w i l l  i s s u e  a Report Card 
t o  t h e  s t u d e n t  and record  t h e  c r e d i t  earned on t h e  C r e d i t  
Record Card. 
9. Recording c r e d i t s  bg t eachers .  It i s  the  respons i -  
b i l i t y  of each t eacher  t o  record  t h e  s u b j e c t  grades on t h e  
C r e d i t  Record Carda ( 2  c a r d s ) .  
A t  t h e  end of t h e  school year,  Claas  L i s t s  (Form 159) 
s h a l l  be completed f o r  each c l a s s  taught .  The i n s t r u c t o r  
should complete t h e  heading, l i s t  t h e  n a m s  of s t u d e n t s  and 
t h e i r  marks, and f i l l  i n  the  remarks column. 
10. Recording c r e d i t s  r e g i s t r a r ,  C r e d i t  f o r  com- 
p l e t e d  courses  w i l l  be i s sued  and recorded by t h e  h igh  school  
r e g i s t r a r  of Des Moinea Technical  High School. Your c r e d i t s  
w i l l  be s e n t  t o  your former high school;  and upon completion 
of a l l  r e q u i r e d  s u b j e c t s ,  you may be c e r t i f i e d  f o r  graduat ion .  
11. Graduation deadl ine .  The deadl ine  f o r  completing 
work f o r  graduat ion  with t h e  r e g u l a r  c l a s s  i n  a g iven  year  
w i l l  be announced annua l ly  by t h e  high school  r e g i s t r a r .  
NOTE: Uhen work i s  completed a f t e r  t h e  d a t e  f o r  
g radua t ion  wi th  a r e g u l a r  c l a a a ,  you need not  be delayed i n  
meeting job o r  c o l l e g e  entrance requirements. You can  be  
c e r t i f i e d  immediately f o r  graduat ion  with t h e  next  c l a a a ,  and 
your c r e d i t a  can be s e n t  immediately t o  t h e  c o l l e g e  admissions 
o f f i c e .  
12. I a su inq  - of - a diploma. A diploma w i l l  be i s sued  by 
your high school  a long with the  next graduat ing  c l a s s .  If 
you p r a f e r ,  you may rece ive  a  Des Moines Publ ic  School diploma 
provided you have completed a minimum of two u n i t s  of  c r e d i t  
a t  Des Moinea Technical Zvening School. 
13. S c h o l a s t i c  - rank. Your s c h o l a s t i c  rank i n  t h e  c l a a s ,  
reques ted  by some col leges ,  cannot be e s t a b l i s h e d  by your 
former achool u n t i l  t h e  e n t i r e  aen io r  l i s t  i a  made up. Stu-  
denta  who r e c e i v e  a Des Moines Publ ic  School diploma w i l l  not 
--
r ece ive  a  c l a s s  rank. 
Q. S u m e r  - work. A l l  work s h a l l  be completed a t  t h e  
end of t h e  semeater i n  time f o r  t h e  i n s t r u c t o r  t o  p ropar ly  
review i t  and i s s u e  a grade. Outl ine f o r  summer work w i l l  
not  be i saued  except  by s p e o i a l  arrangement with t h e  lndividu-  
a 1  i n  charge of t h e  department and with  t h e  consent  of t h e  
teacher .  
15. Admission of dag school s tudents .  Any s tudent  who 
has been enro l led  ins regular  day high school during the  
cu r r en t  semester and who has be en^ removed from t h a t  high 
school f o r  d i ac ip l ina rg  reasons, e i t h e r  vo lun ta r i l y  o r  i n -  
vo lun ta r i ly ,  may make appl ica t ion  t o  en t e r  the  night  high 
school program a t  Technical High School f o r  t he  fol lowing 
semester by submitting such a request  t o  the Board of Review. 
Said  Board of Review s h e l l  cons i s t  of the Director  of Second- 
a r y  Education, the  Director  of Adult Education, and Pr inc ipa l  
of the  Night High School. 
NOTE: Students who have l e f t  school f o r  reasona 
other  than d i sc ip l ina ry  may make appl ica t ion  t o  the  Board of 
Review f o r  acceptance i n  the  Night High School. The Board 
of Review w i l l  meet i n  the o f f i c e  of the  Director  of Second- 
a r y  Education a t  9:30 am. each Tuesday. Appointments a r e  
not necessary, bu t  appl icants  should r epo r t  t o  the o f f i c e  of 
the P r inc ipa l  not l a t e r  than 9:15 a.m. 
TEACRER REFERENCE GUIDE 
It is  important t h a t  procedures i n  handling records and 
t r a n a c r i p t s  f o r  the  evening high school be uniform. A l l  i n -  
a t ruc to ra  ahould read these i n s t ruc t ions  c a r e f u l l y  and keep 
them f o r  reference when needed. 
1. Upon en ro l l i ng  a n e w  student ,  the  i n s t r u c t o r  should 
have the  pupi l  complete a Record of Material  - Loan card  (Form 
172). The book deposi t  r e c e i p t  naer should be l i s t e d  i n  
t he  upper lef t-hand corner.  
2. Class Record Book. - Under the course t i t l e ,  the  in-  
s t r u c t o r  should record the name of the  s tudent  and data of 
en t ry  i n  the  Class Record Book. Student assignments and t e s t  
scores  ahould be recorded i n  the  Class Record Book showing 
p u p i l  progress. 
3. Iaauinq a course out l ine .  The i n s t r u c t o r  should 
i s sue  a course ouzlina o r  un i t s  of work t o  be c o m ~ l e t e d  bv 
the student .  It should be smphasissd t o  the  studbnt  t h a t w  t h e  
course w i l l  take approximately s i x  weeks t o  complete, depend- 
ing upon the  s tuden t ' s  de s i r e ,  a b i l i t y ,  and i n i t i a t i v e ,  
4. Recording e n t r i e s  on Credi t  Record Cards and Class 
L i s t s .  The teacher  ~ u s t  r e z r d o o f e  e n t r l r o n  two 
C r e d i t  Record Cards and one Class  L i s t  f o r  every s tuden t  
o f f i c i a l l y  e n r o l l e d  during t h e  year even i f  t h e  s t u d e n t  has 
never a t t e n d e d  a c l a s s .  If t h e  s tuden t  pa id  t u i t i o n ,  he has 
been o f f i c i a l l y  en ro l l ed .  
a. Number grades.  A number grade should be r e -  
corded i n  the  proper column. 
1 = Exce l l en t  
2 = Above average 
3 = Average 
4 = Below average 
5 = F a i l i n g  
b. Incomplete grades .  Incomplete grades  must be 
recorded on t h e  C r e d i t  Record ca rds  a s  well  as 
on the  Class  L i s t .  The d rop  - d a t e  must a l s o  be  
shown on both  records.  If  a s tuden t  e n r o l l s ,  - - 
pays t u i t i o n  
o f f i c i a l l y  dr 
pa id  period.  
formation is 
and never a t t e n d s ,  t h e  s t u d e n t  i s  
bopped a t  the end of h i s  t u i t i o n -  
The reason f o r  r e q u i r i n g  t h i s  i n -  
f o r  f u t u r e  r e f e r e n c e  by t h e  r e g i s -  
t r a r  when s p e c i f i c  information r e l a t e d  t o  drop 
d a t e s  and work completed i s  reques ted  months o r  
yea r s  l a t e r .  
Poat praduate  c r e d i t s ,  Each year  a a m 1 1  n u -  C r  -
b e r  of pos t  graduate  s t u d e n t s  e n r o l l .  Some a r e  
working f o r  a d d i t i o n a l  c r e d i t s  on a h igh  school  
l ave1  and some are doing on ly  r e f r e s h e r  work i n  
a reaa  where they  a r e  weak and do no t  c a r e  t o  
meet t h e  requiremanta f o r  a u n i t  of c r e d i t .  It 
i a  important t h a t  we c l a r i f y  t h e  work of t h e s e  
. s t u d e n t s  i n  our  permanent P i l e  f o r  f u t u r e  r e f e r -  
ence. 
I n  a case  where t h e  etudent  e n r o l l s  f o r  r e f r e s h e r  t r a i n -  
i n g  and does not  need c r e d i t ,  t h e  i n s t r u c t o r  w i l l  mark i n  
t h s  grade column NG meaning "No GradeH and Refresher  and 
w r i t e  t h e  s i g n a t u r e  of teacher .  
The evening school  s e c r e t a r y  w i l l  keep a s e p a r a t e  f i l e  
f o r  poat  graduate  a tuden t s  i n  o r d e r  t h a t  c r e d i t s  earned 
may be s e n t  t o  t h e  former school  inmedia te ly  upon completion 
of t h e  work. The instructor should a t t a c h  a memo on t h e  
C r e d i t  Record Cards which a r e  g iven  t o  t h e  r e g i s t r a r ,  s t a t -  
i n g  t h a t  It i a  post  graduate  c r e d i t  and should be forwarded 
immediately t o  the  proper  d e s t i n a t i o n .  The i n s t r u c t o r  m u s t  
a l s o  make c e r t a i n  t h a t  t h e  pos t  graduate  work i s  p roper ly  
recorded on t h e  o f f i c i a l  c l a s s  l i s t  before  t u r n i n g  i n  t h e  
C r e d i t  Record Cards f o r  forwarding. 
5.  Repeat s u b j e c t s .  I n  o rde r  t o  provide c e r t a i n  in-  
formation a t  t h e  end of t h e  year f o r  t h e  North C e n t r a l  
Assoc ia t ion  r e p o r t ,  i t  i s  necessary t h a t  we know whether 
c r e d i t s  on t h e  graduate  l e v e l  were r e p e a t s  of s u b j e c t s  
p rev ious ly  taken  i n  the  high school  o r  were a d d i t i o n a l  sub- 
j e c t s  t aken  t o  meet r equ i red  p r e - r e q u i s i t e s .  Since the  
p o s t  g radua te  s tuden t  does not have t o  p resen t  a t r a n s c r i p t ,  
we have no way of knowing what he has taken i n  h igh  school  
and i t  becomes necessary t o  a sk  a t  t h e  time he e n r o l l s  i f  
he has  taken  t h e  s u b j e c t  before.  
6 .  A Pupi l1a  Scholarsh ip  Report - Card w i l l  be  i s sued  t o  
each s t u d e n t  completing a s u b j e c t ,  The fo l lowing i tems 
should be completed: t h e  p u p i l t  s name, t h e  s u b j e c t  com- 
p l e t e d ,  t h e  year ending, t h e  mark o r  grade,  t h e  name of t h e  
high school ,  and t h e  t e a c h e r ' s  s igna tu re .  
- 
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SUMMARY OF COURSES 
51 
The fo l lowing  l i s t  i s  a sumnary of a l l  courses  o f fe red  
i n  t h e  Adult  High School Cred i t  Program. The symbol pre- 
cedes t h e  course  t i t l e .  
BUSINESS EDUCATION LANGUAGE ARTS 
Bk 1 - Bookkeeping 1 * E  1 - Engl ish  1 ( ~ r a m r )  
Bk 2 - Bookkeeping 2 * E 2 - Engl ish  2  ramma mar) 
Bk 3 - Bookkeeping 3 % E 3 - English 3 ( ~ o m ~ o s i t i o n )  
Bk 4 - Bookkeeping 4 4+ E 4 - Engl ish  4  ompo position) 
Bk 5 - B o o k k e e p i ~  5 * E 5 - Engl ish  5 (Am. L i t .  ) 
BE - Business  Eng l i sh  . ~ t  E 6 - Engl ish  6 (Am.  it.) 
BO - Business Organizat ion E 7  - E n g l i s h 7  (Eng. L i t . )  
CA - Commercial Ari thmetic  E 8 - Engl i sh  8 (Eng. L i t . )  
CG - Commercial Geography 
CL - Commercial Law 
S l s  - Salesmanship 3 ~ .  SCIENCE 
Sc 3 - Biology 1 
s c  4 - Biology 2 
Wk MATHEMATICS 
GM 1 - General M a t h e m t i c s  1 
GM 2 - General Mathemt ics  2 SOCIAL STUDIES 
M 1 - Algebra 1 * SSc 3 - World H i s t o r y  
M 2 - Algebra 2 % SSc 4 - World His to ry  
M 3 - Geometry 1 9 SSc 5 - American His to ry  
M 4 - Geometry 2 * SSc 6 - American H i s t o r y  
M 5 - Advanced Algebra * SSc 7 - American Problems 
M 6 - Advanced Algebra * SSc 8 - Economics 
* Required aub j a c t s  
One year  r equ i red  
Tho Language Arta  and S o c i a l  Science requirements  
f u l f i l l  t h e  North C e n t r a l  Associa t ion  a c c r e d i t a t i o n  requi- 
site f o r  seconderg achools. 
SUMMARY OF COURSES 
The fo l lowing pages con ta in  a  b r i e f  sumnrary of 
genera l  information about each course taught  i n  t h e  Adult  
~ i g h  School C r e d i t  Program. Students ,  s e c r e t a r i e s ,  
f a c u l t y ,  and counselore should f i n d  t h e s e  s u b j e c t  o u t l i n e s  
h e l p f u l  i n  p re reg ia  t r a t i o n .  
The t i t l e  and aymbol of t h e  course i s  given, w i t h  t h e  
grade l e v e l .  Courses a r e  e i t h e r  r equ i red  - o r  e l e c t i v e ,  
wi th  one-half u n i t  of c r e d i t  given f o r  each aub j ec t .  
It i s  important t h a t  each s tuden t  n o t i c e  t h e  pre-  
r e q u i e i t e s ;  c e r t a i n  aub jec t s  r e q u i r e  a s p e c i f i c  background 
i n  t h e  aub jec t  mat ter  i n  o rde r  t h a t  t h e  s t u d e n t  might 
The couraea a r e  grouped according t o  department and 
l i a t e d  i n  t h e  sequence on the  preceding page. 
/I 
B U S I N E S S  E D U C A T I O N  S U M M A R Y  
Symbol: Bk 1 1 0 t h  - 1 1 t h  Grade Level 
E l e c t i v e  course  
Amount of c r e d i t :  1/2 u n i t  
~ r e r e q u i e i t e a :  General Mathematics i n  Jun io r  High School 
Suppl ies  needed: Workbook, penc i l ,  and i n k  pen 
Bookkeeping i s  uaeful t o  many kinds of workers i n  b u s i -  
ness. A t y p i s t  prepares  s ta tements  and o t h e r  r e p o r t s  d e a l i n g  
with bookkeeping work. A s e c r e t a r y  t a k e s  d i c t a t i o n  o r  t r a n s -  
c r i b e ~  informat ion  dea l ing  with bookkeeping terms, t r a n s a c -  
t i o n s ,  and records .  A sa lesperson recorde cash  and charge 
t r a n s a c t i o n s ,  and i s  o f t e n  requ i red  t o  a s s i s t  i n  inventory  
work, The homemaker m u s t  dea l  wi th  many bookkeeping forms i n  
everyday household a c t i v i t i e s .  The m a t e r i a l  i n  t h i s  course  
w i l l  h e l p  a l l  workers perform t h e i r  t a sks  with g r e a t e r  con- 
f idence  and e f f i c i e n c y .  
Bookkeeping 1 is  a n  accounting course u s e f u l  f o r  every- 
day purposes and is necessary f o r  p repara t ion  of employment. 
Bookkeeping i s  a  ayatsmatic method of keeping f i n a n c i a l  books. 
I n  our  everyday l i v e s ,  t h i a  course  i s  h e l p f u l  i n  p repar ing  
fami ly  budgets,  keeping a  checking and savings  account,  o r  
t a k i n g  c a r e  of t r e a s u r y  records  of a n  organiza t ion .  
A baa ic  courae o u t l i n e  includes:  Making a ba lance  ahee t  
and work aheet ,  recording  journal  e n t r i e s  and pos t ing  t o  a 
l edger ,  r ecord ing  income and expenses, making bank depos i t a  
and r e c o n c i l i n g  bank s tatements .  
Symbol: Bk 2  1 0 t h  - 11th Grade Love1 
E l e c t i v e  courae 
Amount of c r e d i t :  1/2 u n i t  
P r e r e q u l a i t e s :  Bk 1 
Suppl i e s  needed: Workbook, penc i l ,  and i n k  pen 
Bookkeeping 2 i a  a con t inua t ion  o r  Bookkeeping 1 cover- 
i n g  t h e  aecond h a l f  of t h e  bookkeeping and accounting textbook, 
The m a t e r i a l  covered: The combination journal  with 
s p e o i a l  columne; s a l e s  and purchases, payro l l a  and taxes ,  use 
of t h e  cash  register, notes  and i n t e r e s t ;  pa r tne r sh ips ,  c o r -  
p o r a t i o n ~ ,  and coopera t ives ;  personal ,  s o c i a l ,  and p r o f e s s i o n a l  
bookkeeping aystema. 
symbol: Bk 3 
E l e c t i v e  course  1 1 t h  - 1 2 t h  Grade Level 
Amount of c r e d i t :  1/2 u n i t  
P r e r e q u i s i t e s :  Bk 2 
Supp l i e s  needed: Workbook, penci l ,  and i n k  pen 
This s u b j e c t  i s  t h e  t h i r d  aemester course i n  bookkeeping 
and accounting.  Bookkeeping 3 i s  s t r i c t l y  vocat ional .  The 
main o b j e c t i v e s  a re :  increasing t h e  knowledge of t h e  s t u d e n t  
about  bus iness  and i t s  opera t ion ,  increae ing  competence i n  
accounting i n  o rde r  t o  seek bus iness  employment, improving 
the  a b i l i t y  of f u t u r e  p r o p r i e t o r s  t o  manage t h e i r  own bus iness ,  
and b u i l d i n g  a  good foundat ion  i n  bookkeeping and accounting 
f o r  those  who w i l l  continue t o  t ake  f u r t h e r  work I n  c o l l e g e  
o r  bus iness  schools .  
A b a s i c  course  o u t l i n e  includea: Accounting used i n  
each department of a s t o r e ,  p a y r o l l  and t a x  records ,  a d j u s t -  
ing  the  books a t  t h e  end of a f i s c a l  per iod ,  and p a r t n e r s h i p s .  
Bookkeeping 3 covers one h a l f  of t h e  advanced bookkeep- 
ing  and accounting textbook. 
BOOKKEEPING 4 
Symbol: Bk 4 
Elective course  11th - 1 2 t h  Grade Level 
Amount of c r e d i t :  1/2 u n i t  
P r e r e q u i a l t e s :  Bk 3 
Suppl ies  needed: Workbook, penc i l ,  and i n k  pen 
Bookkeeping 4 l a  a  cont inuat ion  of Bookkeeping 3 cover- 
i n g  t h e  second ha l f  of t h e  advanced bookkeeping and account- 
ing  textbook. 
The m a t e r i a l  covered inc ludes  co rpora t ion  accounting,  
manufacturing accounts ,  and i n t e r p r e t i n g  accounting r e c o r d s  
and r e p o r t s .  
BOOKIEZPING 5 
Symbol: Bk 5 
E l e c t i v e  courae 1 2 t h  Grade Level 
Amount of c r e d i t :  1/2 u n i t  
P r e r e q u i a i t a a :  Bk 4 
Suppliea needed: P r a c t i c e  s e t ,  penc i l ,  and i n k  pen 
Bookkeeping 5 i s  a  p r a c t i c e  s e t  designed t o  g i v e  a c t u a l  
p r a c t i c e  i n  co rpora t ion  accounting. The s e t  he lps  t h e  student 
t o  g e t  a n  e n t i r e  p i c t u r e  of t h e  bookkeeping opera t ion  and t o  
develop s k i l l  i n  handling t r a n a a o t i o n s  . The s t u d e n t  l e a r n s  
t h e  importance of neatness ,  accuracy, and o rgan iza t ion  of 
time a n d  ma te r i a l s .  
BUS1 NESS ENGLISH 
symbol: BE 10 th  - 12th  Grade Level 
E l ec t i ve  course 
Amount of c r e d i t :  1/2 un i t  
P re r equ i s i t e s  : Junior High School English 
Business English is an English course adapted t o  f i t  t he  
needs of bus iness ,  l i t e r a r y  clubs,  labor  and tradesmen, the  
profess ions ,  and techn ica l  groups. 
Grammar and punctuation a r e  reviewed. The fol lowing 
types of correspondence a r e  taught: personal  l e t t e r s ,  bus l -  
ness l e t t e r s ,  s a l e s  l e t t e r s ,  job app l ica t ions ,  adjustsnents, 
taking orders ,  and wri t ing remittance l e t t e r s .  
T h i s  course i s  very p r a c t i c a l  i n  prepara t ion f o r  secre-  
t a r i a l  work and i n  reviewing l e t t e r  wr i t ing  f o r  stenograph- 
e r s .  Use of the  typewri ter  i s  encouraged though not  
required.  
BUSINESS ORGANIZATION 
Symbol: BO 1 1 t h  - 12 th  Grade Level 
E lec t ive  course 
Amount of c r e d i t :  1/2 un i t  
No pre requ ie i t ea  
Supplies  needed: Workbook and ink pen 
Buainess Organization i s  a  very worth-while course f o r :  
( 1 )  Thoae who e n t e r  buainesa a s  employees and need a  know- 
ledge of how buainesa i s  organized and operated, ( 2 )  Develop- 
i ng  a b e t t e r  apprec ia t ion  of the place of business organiza- 
t i o n  and management i n  our economic soc ie ty ,  (3) Those uho 
w i l l  even tua l ly  own and operate t h e i r  own business,  and ( 4 )  Enlarging t he  business vocabulary of the  s tudent .  
A bas i c  course ou t l ine  contalna: information on t h e  
American Enterpr iea  System; organizat ion of so l e  p rop r i e to r -  
sh ips ,  par tnerships ,  corporat ions,  and cooperat ives;  the 
purchaaing, merchandising, and production func t ions  of bus i -  
neas; the f i nanc i a l  operat ions of business,  management and 
personnel problems ; and government regula t ions .  
C OMMERC IAL ARITHMETIC 56 
Symbol: CA 
~ l e c t i v e  course  9 t h  - 1 2  Grade Level 
Amount of c r e d i t :  1/2 u n i t  
p r e r e q u i s i t e s :  General Mathematics i n  Jun io r  High School 
Suppliea needed: Penc i l  and r u l e d  paper 
Commercial Ari thmetic  i s  a  bus iness  mathema t i c s  course  
designed t o  a i d  s t u d e n t s  i n  personal  use and f o r  v o c a t i o n a l  
t r a i n i n g .  This  course covers  a  major i ty  of t h e  bus iness  ac-  
t i v i t i e s  i n  which a  s t u d e n t ' s  mathematical knowledge i s  con- 
s i d e r e d  important  by t h e  employer. 
A b a s i c  course o u t l i n e  inc ludes  improving s k i l l s  In: 
Add i t ion  
S u b t r a c t i o n  
M u l t i p l i c a t i o n  
D i v i s i o n  
F r a c t i o n s  
Percentage 
Discounts 
R e t a i l  s e l l i n g  
Insurance 
Payro l l  p repara t ion  
Computing i n t e r e s t  
Notes and d r a f t s  
Property and income t a x e s  
S o c i a l  S e c u r i t y  
Stock purchases and s a l e s  
Bond purchases and s a l e s  
Business r ecords  and graphs 
P r a c t i c a l  measurements 
Commercial Ari thmetic  i s  a review course i n  b a s i c  
a r i t h m e t i c .  The problems a r e  i n  c h a r t  o r  t a b l e  form and 
a t o r y  form. 
COMMERCIAL GEXIGRAPHP 
Symbol: CG 
E l e c t i v e  courae 1 0 t h  Grade Level  
Amount of c r e d i t :  1/2 u n i t  
Xo p r e r e q u i a i t e a  
Supp l i e s  needed: Workbook and i n k  pen 
Commercial Geography covers: ( 1 )  Physical  geography, 
which i s  t h e  distribution of weather, mountains, p l a i n s ,  and 
r i v e r a  over  t h e  f a c e  of the e a r t h ,  (2) Economic geography i s  
a  atudy of how and where man ea rns  a l i v i n g ,  (3) P o l i t i c a l  
geography is  associated with t h e  a t a t e  and o t h e r  governnenta l  
u n i t s  i n  r e l a t i o n  t o  t h e i r  p o l i t i c a l  s t r eng th .  
The s u b j e c t  covers  an extens ive  mp program showing: 
popula t ion ,  r a i n f a l l ,  types  of animals and vege ta t ion ,  a g r i -  
c u l t u r e ,  mining, and manufacturing. A l a r g e  p o r t i o n  of  t h e  
course i s  r e l a t e d  t o  the  production, t r a n s p o r t a t i o n ,  market- 
ing ,  and manufaature of  t h e  important  i tems of commerce b o t h  
i n  t h e  United S t a t e s  and t h e  e n t i r e  world. 
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COMMERCIAL LAW 
Symbol: CL 1 2 t h  Grade Level 
E l e c t i v e  course  
Amount of c r e d i t :  1/2 u n i t  
No p r e r e q u i s i t e s  
s u p p l i e s  needed: Workbook and ink  pen 
Commercial Law w i l l  he lp  the  ind iv idua l  t o  understand 
organized s o c i e t y  b e t t e r .  This course w i l l  he lp  t h e  s t u d e n t  
become a  b e t t e r  and more informed c i t i z e n .  S tudents  w i l l  be 
b e t t e r  a b l e  t o  understand l e g a l  problems and what procedures 
t o  fo l low i n  s o l v i n g  t h e i r  needs. 
The course  o u t l i n e  includes:  c o n t r a c t s ,  employer- 
employee r e l a t i o n s ,  negot iable  instruments  such as checks 
and no tes ,  insurance ,  owning and t r a n s f e r  of property,  land-  
l o r d  and t e n a n t ,  and func t ions  of cour ts .  
The course  i s  composed of l e g a l  terms, apply ing  t h e  law 
t o  our  i n d i v i d u a l  l i v e s ,  and case  problems so lved  i n  t h e  
cour t s .  
SALESMANSHIP 
Symbol: S l a  
E l e c t i v e  courae 11 th  - 1 2 t h  Grade Level 
Amount of c r e d i t :  1/2 u n i t  
No p r a r e q u i s i t e e  
Supp l i a s  needed: Workbook and i n k  pen 
The ob j e c t i v a s  of aaleamanship a r a  to: (1)  h e l p  t h e  
a tudent  develop a  good pe r sona l i ty ,  ( 2 )  Give t h e  s t u d e n t  a 
broad knowledge and understanding of the  g e n e r a l  p r i n c i p l e s  
of s e l l i n g ,  (3)  Acquaint t h e  s tudent  with t h e  environment i n  
which t h e  aaleaman works, ( 4 )  Give t h e  s tuden t  t r a i n i n g  
which w i l l  anable  him t o  become a b e t t e r  purchaser,  and 
( 5 )  Prepare t h e  s tudan t  f o r  a  s a l e a  job i n  t h e  bus iness  world. 
A b a s i c  course o u t l i n a  includas:  t h e  h i s t o r y  of s a l e s -  
manahip, tha  a o c i a l  and mental t r a i t s  needed i n  s e l l i n g ,  
buying motives, the  importance of product knowledge, t h e  
atepa i n  making a s a l e ,  common s a l e s  problems, tima manage- 
ment, and r e a p o n a i b i l i t i e s  of tha  salesman. 
Eaoh atudent  l a  r equ i red  t o  b u i l d  a s a l e s  manual p r o j e c t  
on a product  o r  l i n e  of products.  Thia p r o j e c t  i a  b e n e f i c i a l  
t o  t h e  a tuden t  i n  making a  prepared s a l e s  t a l k  and equipping 
him wi th  knowledge i n  voca t iona l  salesmanship. 
E N G L I S H  S U M M A R I E S  
The primary o b j e c t i v e  i n  a l l  e i g h t  Engl i sh  courses:  t o  
improve communication ( reading ,  wr i t ing ,  speaking, and l i s t e n -  
ing)  through sys temat ic  s tudy of grammar, composition, and 
l i t e r a t u r e .  
ENGLISH 1 
Symbol: E 1 
Required course 9 t h  Grade Level 
Amount of c r e d i t :  1/2 u n i t  
P r e r e q u i s i t e s :  Jun io r  High Engl ish  
This course  emphasizes the  language s k i l l s  t h a t  w i l l  
meet t h e  s t u d e n t s 1  personal  needs i n  wr i t ing  and speaking. 
P a r t  1 - Grammar. The fo l lowing bas ic  grammar i s  i n -  
c luded i n  E n g l i s h  1: t h e  p a r t s  of speech; the  p a r t s  of a  
sentence;  phrases  and c l a u s e s ;  how t o  wr i t e  complete aenten-  
ces ,  paragraphs,  compositions;  proper  use of punctua t ion  
marks, and s p e l l i n g .  
P a r t  2 - L i t e r a t u r e .  The second p a r t  of Engl i sh  1 i s  on 
l i t e r a t u r e .  These s t o r i e s  a r e  f a s c i n a t i n g  g e n e r a l  works on 
t h e  world of the :  ind iv idua l ,  animals, s p o r t s ,  mystery, 
humor, and h i s t o r y .  
Throughout th i s  aubjec t  the  s tuden t  w i l l  g a i n  a n  i n -  
c reased  understanding of words, what they  mean, and how t o  
uae them. The s t u d e n t  should be a b l e  t o  f i n d  t h e  main idea  
of t h e  a t o r i e s  and underatand the  s e t t i n g ,  
ENGLISH 2 
Symbol: E 2 
Required courae 
Amount of c r e d i t :  1/2 u n i t  
P re requ ia i t ea :  E 1 
9 t h  Grade Level  
Engl iah  2 cont inues  t o  b u i l d  a foundat ion f o r  f u r t h e r  
language couraes.  
P a r t  1 - Grammar. Thia a e c t i o n  cont inues  t o  b u i l d  word 
usage and composition s k i l l s  by teaching:  work agreement, 
t h e  c o r r e c t  use of verba,  pronouns, and modif ie rs ;  l e t t e r  and 
a t o r y  w r i t i n g ;  and more complex punctuation. 
P a r t  2 - L i t e r a t u r e .  The s e c t i o n  on l i t e r a t u r e  i n t r o -  
duces t h e  s tuden t  t o  famous p lays ;  poe t ry  about people, na tu re ,  
f i c t i o n ,  d e a a r i p t i v e  t a l e s ,  s c i e n t i f i c  and b iographic  s t o r i e s .  
Through t h e  l i t e r a t u r e  the  s tudent  w i l l  cont inue  t o  develop 
a b e t t e r  reading  a b i l i t y - - f a s t e r  reading,  more comprehension, 
an a p p r e c i a t i o n  of reading,  f i n d i n g  s p e c i f i c  f a c t s ,  and 
fol lowing d i r e c t i o n s .  
ENGLISH 3 
Symbol: E 3 
Required course 
Amount of c r e d i t :  1/2 un i t  
Pre requis i t es :  E 2 
10 th  Grade Level 
Pa r t  1 - Grammar and composition. English 3 provides a 
sumnary of the  language a r t s  learned i n  seventh, eighth,  and 
ninth  grades. It a l s o  gives  add i t iona l  work on: words, 
pa r t s  of a sentence, wri t ing cor rec t  sentences, composing 
e f f e c t i v e  paragraphs, and the  specia l ized use of t he  comma. 
Pa r t  2 - Li t e ra tu re .  The student  w i l l  have the  oppor- 
t u n i t y  t o  read se l ec t ed  shor t  s t o r i e s  by humorous authors  
such a s  Mark Twain. He w i l l  l e a rn  how t o  uncover the theme, 
f i n d  the  au thors1  r e l a t i v e  meri ts ,  and read fast-moving 
t a l e s  of dramatic ac t ion.  The course ends with t h e  reading 
of Ju l iua  Caesar by William Shakespeare. 
The p l o t s  such as  boy-meets-girl, hero-outwits-vi l lain,  
and baseball-player-makes-good will e n t e r t a i n  you; bu t  f u r -  
thermore, you w i l l  look f o r  the  theme, p lo t ,  character ,  t h e  
au thor ' s  tone, s t y l e ,  and point of view. 
Symbol: E 4 
Required couras 
Amount of c r e d i t :  1/2 u n i t  
P re requis i t es :  E 3 
10 th  Grade Level 
P a r t  1 - Grammar and composition. The English 4 sec- 
t i o n  begina with making words agree, using pronouns, verbs, 
ad jac t ivea ,  adverbs, and the  semicolon. The s tudent  f i n d s  
i n f o r m  t i o n  by uaing d ic  t ionar iea ,  using l i b r a r y  ca rd  f i l e s ,  
and loca t ing  magazine a r t i c l e s  through the  Readers1 Guide. 
A l e t t e r - w r i t i n g  u n i t  i s  taught showing s t y l e s  of s o c i a l  
and buainass l e t t e r s .  
P a r t  2 - Li t e ra tu re .  American nonfict ion s t o r i e s  on 
t r u e  adventures,  tha biography, and essays should provit2e 
very i n t e r e s t i n g  reading mater ia l  i n  English 4. A second 
aec t ion  i s  on plays, and the t h i r d  i s  on the novel o r  popu- 
lar form of a to ry  t e l l i n g .  
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ENGLISH 5 
symbol: E 5 
Required course 
Amount of c r e d i t :  1/2 un i t  
Pre requis i t es :  E 4 
l l t h  Grade Level 
P a r t  1 - Grammar and composition. English 5 gives  the  
student  an approach t o  the higher l e v e l s  of language a r t s .  
He i s  exposed t o  non-standard a s  well ae informal and f o r m 1  
English and i t s  e f f ec t s  on people. What ere  concrete o r  
a b s t r a c t  words? f i g u r e s  of speech? a s imi le?  a metaphor? 
This  course w i l l  i l l u s t r a t e  how t o  avoid sentence e r r o r s ;  
a l s o  a  review of sentence pa r t s  i s  included, Your wri t ing 
should mature a f t e r  you a re  shown how t o  express r e l a t e d  ideas .  
Pa r t  2 - Adventures i n  American Li te ra tu re .  The growth 
of American t r a d i t i o n  i s  a  s e r i e s  of famous wri t ings during 
co lon ia l  times. They include mater ia l  from e a r l y  records,  
journals and d i a r i e s .  The Pur i tan  l i t e r a t u r e  of New England 
is  composed of autobiographies, speeches, poetry and mysteries. 
Tha l a s t  reading is  of "The House of the Seven Gablesn 
with a  wr i t t en  atudent  i n t e rp re t a t i on  from three  t o  f i v e  
pagea long. 
ENGLISH 6 
Symbol: E 6 
Required course 
Amount of c r e d i t :  1/2 u n i t  
Prerequia i tee :  E 5 
l l t h  Grade Level 
The major emphasia of English 6 l a  o n  composltion, 
Pa r t  1 - Composition. Thorough d r i l l  i n  l ea rn ing  t h e  
seven-step theme-writing method i s  given: choosing sub jec t ,  
determining purpoae, l im i t i ng  subject ,  g e t t i n g  mater ia l ,  
ou t l in ing ,  wri t ing f i r s t  copy, wri t ing f i n a l  copy. 
English 6 p u t s  the s tudent ' s  background of grammar and 
l i t e r a t u r e  t o  the  t e s t  by having t h e  pupi l  wr i te  compoaitlons, 
l e t t e r s ,  end a  research  paper with footnotes.  
P a r t  2 - Adventurea i n  American Li te ra tu re .  This s e c t i o n  
covere: modern f i c t i o n ,  which i s  composed of sho r t  s t o r i e s  
by American authors i n  recent  times; non-fiction esaaya a m  
about varioua i n t e r e s t i n g  pe r sona l i t i e s  and ideas ;  a r t i c l e s  
present  evidence of research from magazines, the  modern 
poetry stimulates the reader ' s  imagination; and dialogue is 
used i n  a a e r i e s  of modern dramatical plays,  
61 
ENGLISH 7 
Symbol: E 7 
E l e c t i v e  course  
Amount of c r e d i t :  1/2 u n i t  
P r e r e q u i s i t e s :  E  6  
1 2 t h  Grada Level 
P a r t  1 - Grammar. English 7  reviews grammar presented  
i n  E 1, E 2, E 3, and E 4. The o l d  m a t e r i a l  such a s  p a r t s  
of speech and t h e  w r i t i n g  of c o r r e c t ,  c l e a r ,  and smooth sen- 
t ences  i s  presented  more ex tens ive ly  and new m a t e r i a l  is 
added. The m a  j a r  emphasis i s  the  a t t e n t i o n  g iven  t o  cons t ruc-  
t i o n  and improvement of sentences through a c t u a l  p r a c t i c e .  
P a r t  2 - Adventures i n  Engliah L i t e r a t u r e .  Severa l  
per iode of Engliah l i t e r a t u r e  a r e  s tudied:  
( 1 )  The Anglo-Saxon period i s  about t h e  sea-going war r io r s  
of t h e  f i f t h  through t h e  e leventh  c e n t u r i e s ,  
(2 )  The Medieval per iod  i s  about e a r l y  Engl ish  and S c o t t i a h  
Bal lads ,  t h e  c l a s s  s t r u c t u r e  from nobles t o  s e r f s ,  t h e  growth 
of commerce, craf tsmen and merchants, (3) The E l i zabe than  Age of Explorat ion,  growth of the  Eng- 
l i a h  language, and Shakespeare, (4 )  The 1 7 t h  Century of C i v i l  War and plagues. ( 5 )  The 1 8 t h  Century about n o b i l i t y ,  t h e  informal  essay, 
and novel. 
( 6 )  The Romantic Age i s  about nature,  l i b e r t y ,  and the  common 
man. 
symbol: E 8 
E l e c t i v e  course  
Amount of  c r e d i t :  1/2 u n i t  
P r s r e q u i a i t e s :  E 7 
1 2 t h  Grade Level 
P a r t  1 - Composition. The mate r i a l  p resen t s  t h e  f i n a l  
touch on t h e  mechanics of your f o u r  vocabularlea:  A l i a t e n -  
ing ,  apeaking, wr i t ing ,  and reading vocabulary. S tuden t s  
l e a r n  t o  uae the  t o o l s  of the  l i b r a r y  i n  t h e i r  research .  You 
w i l l  cover  o u t l i n i n g ,  o rgan iza t ion  of m a t e r i a l s  i n  prepara-  
t i o n  f o r  wr i t ing ,  draf  t i n g ,  r e v i s i n g ,  and proper punctua t ion .  
P a r t  2  - Adventurea i n  English L i t e r a t u r e  is  cont inued 
from English 7. The Vic tor ian  Age of moral values and s e r i o u s  
worka i s  mixed with wr i t ings  of l i g h t h e a r t e d  fun. Tha Modern 
Age ( 2 0 t h  Century) l a  the  per iod of l i t t l e  d i f f e r e n c e  between 
Englieh and American wr i t e r s .  Thia err. con ta ins  poetry,  
playa,  l e t t e r s ,  and novels. 
Thin a e r i e s  of l i t e r a t u r e  g ives  t h e  Senior  s t u d e n t  a 
surnmry i n  l i t e r a t u r e  a p p r e a i a t i o n  through the  va luable  ex- 
per iencea of r ead ing  a r i c h  v a r i e t y  of wr i t ing8 of a c i e n t i a t a ,  
h i a t o r i a n a ,  educators ,  r e l i g i o u s  wr i t e r s ,  novelists, and 
poets. 
M A T H E M A T I C S  S U M M A R I E S  
GENERAL MATHEHATICS 1 
symbol: GM 1 9 t h  - 12 th  Grade Level 
E l ec t i ve  course b u t  w i l l  se rve  t o  fill 
t h e  one-year requirement f o r  Math. 
Amount of c r e d i t :  1/2 un i t  
p r e r equ i s i t e s :  None 
General Mathemtica  i s  a course designed f o r  two groups 
of secondary achool s tudents:  For those who have no need 
f o r  a lgebra  and geometry, and f o r  those who want t o  b u i l d  a 
good background I n  bas ic  a r i thmet ic  and then take more ad- 
vanced mathamatics. 
The pup i l  w i l l  develop the  fol lowing understandings; 
( 1 )  The concept of numbers, (2 )  Problem-solving a b i l i t y ,  
(3)  the importance of measurement i n  a c i e n t l f  i c  , i n d u s t r i a l ,  
and commercial a c t i v i t i e s ,  and (4 )  The a b i l i t y  t o  express 
mathematical ideas .  
General Mathematics is composed of e i g h t  chapters  which 
include t h e  following: 
Problem so lv ing  - worde t o  watch f o r ;  reading whole 
numbera; using diagrarna, ru lea ,  and formulas, and f ind ing  
reaaonable answera. 
Uaing decimal f r a c t i o n s  - addi t ion ,  sub t rac t ion ,  d i v i -  
aion, and mu l t i p l i c a t i on  of decimal f r a c t i o n s ;  and f i nd ing  
areaa .  
Using l i n e s  and angles  - drawing t r i ang l aa ,  squares,  
anglea,  and making graphs. 
Using common f r a c t i o n s  - add i t ion ,  sub t rac t ion ,  mult i -  
p l i c a t i o n ,  and d i v i s i o n  of f r a c t i o n s ;  t ime-rate-distance 
f ormuln a. 
Uaing r a t i o  - how t o  use f r a c t i o n s  and decimals i n  
expreaaing r a t i o .  
Uaing graphs t o  express  ideas  - making bar ,  c i r c l a ,  and 
l i n e  grapha ; computing par  cent  of increase  and decrease.  
Measurements - how t o  make measurements of weight and 
d ia tance  ; measuring e l e c t r i c i t y ,  water, and temperaturee. 
Modern t r anapo r t a t i on  and t r a v e l  - shipment of goods, 
buying and owning a oa r .  
GENERAL MATHEMATICS 2  63 
symbol: GM 2 9 t h  - 12 Grade Level 
E l ec t i ve  courae bu t  w i l l  se rve  t o  fill 
the  one-year requirement f o r  Math. 
Amount of c r e d i t :  1/2 un i t  
p re requ ie i t es :  GM 1 
General Mathematics 2  Is a  cont inuat ion or  GM 1 with 
e i g h t  a d d i t i o n a l  chapters  t o  bu i ld  a  b e t t e r  background f o r  
s tudents .  These chapters  include: 
Mathematics of form, s i ze ,  and pos i t ion  - cons t ruc t ion  
of angles,  t r i a n g l e s ,  and c i r c l e s ;  measuring volume, and re -  
view of perimeter  and area .  
Uaing r a t i o  and per  cent  - using formulas i n  problem 
solving;  t h r e e  p a r t s  of a  r a t i o  and per  cent  problem; f i nd ing  
the r a t e  and base, 
Math i n  cons t ruc t ion  and bui ld ing - reading house plans,  
using propor t ion i n  s c a l e  drawing, f i gu r ing  cosk of mater ia la ,  
excavation, pa in t i ng  and p la s t e r ing  problems. 
Math I n  busineas - the  s tudent  l e a rns  about the  s a l e s  
s l i p ,  banking, i n t e r e a t ,  inventor ies ,  and s e l l i n g  on com- 
mission. 
Math i n  t h e  cornunity - changing coats ,  circulation of 
l i b r a r y  booka, ac hool enrollments, highways, and taxaa. 
Math i n  the horn - wagea, con t rac t  and p iece  work, 
budgeting, saving, inatal lnerr t  buying, and types of insumnce .  
What Algebra l a  l i k e  - making formulae, using equations,  
uaing axioms, and uaing a lgebra  t o  solve proportions. 
Keeping i n  p r ac t i ce  - Thla chapter  has many review 
p r a c t i c e  problems which help  evaluate  the  s tuden t ' s  progress.  
It a l s o  con ta ins  t a b l e s  of measure and a  g lossary  of matha- 
matical  tarma. 
ALGEBRA (MA!I!HE?UTICs 1 )  
Symbol: MI 9 t h  - 12th Grade Level 
Elec t ive  couraa bu t  w i l l  aerve t o  f i l l  
the  one-year requiremant f o r  Math. 
Amount of c r e d i t :  1/2 u n i t  
P re requ ia i t ea :  None 
Algebra (Mathematloa 1 )  i s  one of the chief  branchea of 
mathematica, I n  Algebra, l e t t e r s  replace  s e t s  of numbers, 
and equationa a r e  used t o  solve problems. 
Business  and i n d u s t r y  r e l y  on a lgebra  t o  so lve  many 
engineers ,  p h y s i c i s t s ,  and chemiats use a lgebra  
every day* 
The m a t e r i a l s  s t u d i e d  are :  L i t e r a l  numbers, evalua- 
t i o n s ,  and a p p l i c a t i o n a  t o  geometry; so lv ing  problems by 
formulas,  f i n d i n g  perimeter ,  a rea ,  and volume of c i r c l e s ,  
and s o l i d s ;  p o s i t i v e  and negat ive numbers measure d i s t a n c e s  
above and below zero;  p rob lem solved  by use of a x i o m  and 
equat ions ;  o p e r a t i o n s  with polynomials o r  l i k e  terms; equa- 
t i o n s  c o n t a i n i n g  parentheses  o r  f r a c t i o n s ;  t h e  l a s t  chap te r  
exp la ins  t h e  r ead ing  and use of s t a t i s t i c a l  graphs. 
Symbol: M 2  9 t h  - 1 2 t h  Grade Level 
E l e c t i v e  courae b u t  w i l l  s e rve  t o  fill 
the  one-year requirement f o r  Math. 
Amount of c r e d i t :  1/2 u n i t  
P r e r e q u i s i t e s :  M 1  
Mathematics 2 i s  a con t inua t ion  of t h e  two-senester 
course of a lgebra .  The s t u d e n t  w i l l  l e a r n  how t o  f i n d  so lu-  
t i o n s  t o  t h e  following: 
1, S r a i t a  of p a i r s  of l i n e a r  equat ions.  
2. S p e c i a l  products  and f a c t o r i n g .  
3. Algebraic  f r a c t i o n s  . 
5 .  Powers, roo ta ,  and r a d i c a l s .  
6. Quadra t ic  equat ions .  
7. Propor t ion  and v a r i a t i o n .  
8. Y u m r i c  tr igonometry.  
Prsc iaenees  of language i s  s t r e s s e d  p lus  an a p p r e c i a t i o n  
of t h e  r o l e  i n  mathematics. 3nderatandin.g t h e  s t r u c t u r e  of 
our ayatem o r  numeration plus  t h e  a b i l i t y  t o  so lve  v e r b a l  
problems should  be t h e  u l t imate  goal .  
GEOMETRY (MATHEMATICS 3)  65 
Symbol: M 3 1 0 t h  - 1 2 t h  Grade Level 
E l e c t i v e  course  
Amount of c r e d i t :  1/2 u n i t  
P r e r e q u i s i t e s :  M 2  
Mathematics 3 o r  Geometry g ives  the  s tudent  more c a r e f u l  
t r a i n i n g  and p r a c t i c e  i n  l o g i c a l  th ink ing  than any o t h e r  
s u b j e c t .  An understanding of i t s  p r i n c i p l e s  i s  easen- 
t i a l  t o  nav iga to r s ,  p i l o t s ,  astronomers, engineers ,  a r c h i t e c t s ,  
s c i e n t i s t s ,  and des igners ,  
Some top ioa  a t u d i e d  i n  M 3 are :  
1. Lines,  planes,  angles ,  and s e t s .  
2. P r o p e r t i e s  of t r i a n g l e s .  
3. Proving and using theorems. 
4, P a r a l l e l  l i n e s  and paral le lograms.  
5. C i r c l e a .  
6. I n e q u a l i t i e s .  
7. Algebra ic  proof a--measurement of ang les .  
8. Geometric cons t ruc t ion .  
Symbol: M 4 1 0 t h  - 1 2 t h  Grade Level 
E l e c t i v e  courra  
Amount of c r e d i t :  1/2 u n i t  
P r e r e q u i a i t e e :  M 3 
Mathematics 4 i a  a con t inua t ion  of Geometry. The t o p i c s  
a t u d i e d  a re :  
1. Locus o r  p lace .  
2. R a t i o  and propor t ion .  
3. S i m i l a r  polygons. 
4. Numerioal t r lgonomatry . 
5 ,  Areaa of polygona and t h e  a i r a l e .  
6. An i n t r o d u c t i o n  t o  a n ~ l y t i c  geometry. 
7.  Deductive and induct ive  reasoning.  
ADVANCED ALGEBRA (MATHEMATICS 5 )  
symbol: M 5 10th  - 12th  Grade Level 
Elect ive  courae 
Amount of c r e d i t :  1/2 un i t  
p re requis i t es :  M 4 
Advanced Algebra helps the  student  to :  (1 )  Understand 
algebra as a study of t h e  s t ruc tu re  of the  systems of r e a l  
and complex numbers, (2) Recognize the  techniques of algebra 
i n  t h i s  a t ruc tu re ,  and acquire  f a c i l i t y  i n  applying a lgebraic  
concepts and s k i l l s ,  ( 3 )  Appreciate and use the  precis ion of 
language i n  mathematics, (4)  Review elementary algebra and 
see i t s  i n t e g r a t i o n  with advanced work. 
The t o p i c s  covered i n  Mathematics 5 are: 
1. Fundamental operat ions with signed numbers, powers 
and roo t s  of numbers. 
2. Fi rs t -degree  equations and graphs. 
3. Type products, uaing spec i a l  products and f ac to r ing  
i n  solving equations. 
4.  Frac t ions  a r e  s tudied i n  order t o  help one solve 
many problems occurring i n  applied science. 
5 .  Functional  r e l a t i o n a ,  constants  and variables.  
6. Exponents and r a d i c a l s .  
7. Logarithms. 
ADVANCED ALGEBRA (MATHPIATICS 6) 
Symbol: M 6 
Elec t ive  couraa 10 th  - 12th  Grade Level 
Amount o r  c rad . i t :  1/2 u n i t  
Prerequia i tea :  M 5 
Mathematics 6 i s  a cont inuat ion of t h e  two-semester course 
o r  Advanced Algebra. Topics covered are :  
1. T r i  onometry which i s  the f ind ing  of d is tances  and I ang as.  
2. Quadrat ic  funct ions  and equations. 
3. Arithmetio and geometric progressions. 
4. The binomial theorem. 
5. Datarminanta. 
6. Permutations, combinations, and probabi l i ty .  
7. Higher-degree equations. 
8. I n a q u a l i t i e s .  
9. Ratea of change. 
S C I E N C E  S U M M A R I E S  
SCIENCE 3 (BIOLQGY) 
symbol: SC 3 1 0 t h  - 1 2 t h  Grade Level 
Required course  u n l e s s  s tuden t  has 
two semesters of o t h e r  sc ience  
Amount of c r e d i t :  1/2 u n i t  
p r e r e q u i s i t e s :  None 
Science  3 i s  t h e  course  of Biology. This i s  t h e  sc ience  
of l i v i n g  organisms ( p l a n t s  and animals)  and t h e  p r i n c i p l e s  
which govern t h e i r  ex is tence .  
The first u n i t  covers:  ( 1 )  The sc ience  of l i f e  and t h e  
methods used i n  s tudying  it; ( 2 )  The l i f e  span of p l a n t s  and 
animals;  (3)  t h e  compositions and f u n c t i o n  of c e l l s ;  and (4) The common elementa e s s e n t i a l  t o  l i v i n g  th ings .  
The second u n i t  covera t h e  r e l a t i o n s h i p a  of l i v i n g  things,  
t h e i r  environment and c l a s s i f i c a t i o n ,  and the  balance of l i f e .  
Th i rd  un i t :  The b io logy of p l a n t  l i f e  i s  a  s tudy  of 
seed p l a n t s ;  r o o t s ,  stems, and l e a v e s  and t h e i r  a c t i v i t i e s ;  
f lowers ,  f r u i t s ,  and reproduct ion.  
The f o u r t h  u n i t  i s  a  s t u d y  of f lower leas  p l a n t s  such a s  
a lgae ,  b a c t e r i a ,  fung i ,  mosses, and f e r n s .  
The l a a t  u n i t  i e  on t h e  aimple forms of animal l i f e  
auch a8 worms, i n a e c t a ,  and rnicroacopic l i f e .  
SCIENCE 4 (BIOLOGY) 
Symbol: Sc 4 10th - 1 2 t h  Grade Level 
Required courae  unlesa s tuden t  has 
two sameatera of o t h e r  sc ience  
Amount of c r e d i t :  1/2 u n i t  
P r e r e q u i a i t e a :  Sc 3 
Sc ience  4 (Biology) i a  a c o n t i n u a t i o n  of t h e  s tudy of 
l i v i n g  t h i n g s .  The s t u d e n t  l e a r n s  about the  more advanced 
forms of p l a n t  and animal l i f e .  
Sc ience  4 a t a r t a  wi th  animals  with backbones, amphibia, 
b i rda ,  and mammala. Tha next u n i t  i s  on t h e  human body and 
i t 8  procesaea.  
Microbea, t h e  problems of d iaaase ,  the  body defenses ,  
prevent ion  and c o n t r o l  of d iaease  a r e  phases of t h e  t h i r d  
un i t .  The baa ia  and p r i n c i p l e s  of h e r e d i t y  and t h e  changing 
world of l i f e  e x p l a i n  t h e  b io logy  of p l a n t  and animal heredity. 
The f i n a l  u n i t  covera conaervat lon  of s o i l  end water,  
f o r e a t a ,  and w i l d l i f e ,  
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S O C I A L  S C I E N C E  S U M M A R I E S  
SOCIAL SCIENCE 3 
symbol: SSc 3 
~ e q u i r e d  course  
Amount of c r e d i t :  1/2 u n i t  
Pre requis i t es :  None 
10th  Grade Level 
This  i s  a s tudy of World History which w i l l  g ive each 
student a g r e a t e r  apprec ia t ion  of the  achievements of mankind. 
This course  w i l l  d e a l  with the  physical  changes of the  ea r th ,  
man and animala, and the  changes i n  custome, ideas, and 
opinion8 , 
Topics of atudy reveal :  ( 1 )  The Middle Eastern  people 
l ived on t h e  l and  drained by the  Nile, T igr i s ,  and Euphrates 
Rivera, ( 2 )  The Far  East  and Far West show con t r a s t s  i n  
China and Ind ia  wi th  c i v i l i z a t i o n  i n  the  Aztec and Inca 
Tribes, (3) The Greeks and Romans spread t h e i r  cu l tu re  by 
conquoring o t h e r  lands,  ( 4 )  The advance from the  Middle Ages, 
the r i s e  and f a l l  of the  empires i n  Europe, and ( 5 )  The 
s t ruggle  f o r  democracy which brought about revolut ion,  
SOCIAL SCIENCE 4 
Symbol: SSc 4 
Required course  
Amount of c r e d i t :  1/2 u n i t  
Prs requ ia i tes :  None 
10th  Grade Level 
Thia l a  a cont inuat ion of the  s tudy of World History 
s t a r t i n g  with t he  I n d u a t r i a l  Revolution i n  1750. Great s t r i d e s  
i n  transportation, ag r i cu l tu re ,  t ex t i l e .worka ,  and the  manu- 
f ac tu re  of i r o n  and s t e e l  products r e su l t ed  fmm t h i s  g r e a t  
a e r i e s  of inventions.  
The I n d u a t r i a l  Revolution caused d r a s t i c  changes i n  t he  
type and a i z e  of buainesaea, and government regula t ion.  
Imperiallam had forced advanoement i n  colonialiam, t rade,  
education, ecience, medicine, and government con t ro l s .  
Peaceful  movemanta, the  two world wars, the Cold War, 
and the  United Nations aum up the  remaining topics .  
SOCIAL SCIENCE 5 
Symbol: SSc 5 
Required course 
Amount of c r e d i t :  1/2 uni t  
P r e r e q u i s i t e s :  None 
l l t h  Grade Level 
This  course g ives  s tudents  a  sound background i n  United 
S t a t e s  His tory  i n  order t h a t  each one may become a  more r e -  
spons ib le  c i t i z e n  i n  our changing democratic soc ie ty .  
The u n i t s  s tud ied  are:  (1) How our country was d i s -  
covered and a e t t l e d ,  explaining the  explorat ion and s e t t l e -  
ment of North America t o  Colonial  America; (2)  How the  United 
S t a t e s  won i t s  independence and es tabl i shed  a na t ional  gov- 
e r n m n t ;  (3) How the sec t ions  of the  country began Go s t r i v e  
f o r  t h e i r  e p e c i a l  i n t e r e s t s ,  including the  ''cotton kingdom" 
of t h e  South, and the manufacturing area  i n  the  Northeast; - (4)  The a d d i t i o n  of the  Louisiana Purchase, and the War of 
1812; ( 5 )  How the  Union was enlarged by annexing Texas, 
a d d i t i o n  of the Oregon Ter r i to ry  by t r e a t y ,  gaining of the  
Southwest by the  Mexican War, and the preserva t ion  of the  
Union with t h e  War Between the Sta tes .  
SOCIAL SCIENCE 6 
Symbol: SSc 6 
Required course 
Amount o r  c r e d i t :  1/2 u n i t  
P re raqu ia i t ee :  None 
llth Grade Level 
S o c i a l  Science 6 i s  a cont inuat ion of American History 
beginning with the  recons t ruc t ion  a f t e r  the War Between the 
S ta tea .  
The r a p i d  development of our country r e s u l t e d  from the  
se t t l ement  of the  g r e a t  p la ins ,  the gold rush  t o  Cal i forn ia ,  
and t h e  I n d u a t r i a l  Revolution. 
Other important top ics  of American History un i t s  a r e  the  
coinage of gold and s i l v e r ,  the  p r i n t i n g  of greenbacks, t h e  
many p o l i t i c a l  questions,  the r i s e  of b i g  business,  and govern- 
ment c o n t r o l  of business. 
The atudy o r  the  Spanish-American War, World Wars I and 
11, t h e  peacetime periods between the wars, and the r i s e  or 
America as a  wealthy na t ion  and world power gives each s t u -  
dent  a new i n s i g h t  of h i s  country. 
SOCIAL SCIENCE 7  
Symbol: SSc 7 
Required c o u r s e  
Amount of c r e d i t :  1/2 u n i t  
~ r e r e q u i s l t e s :  None 
70 
1 2 t h  Grade Level 
Th i s  i s  a modern problems course  which teaches  t h e  e tu-  
d e n t  how t o  t h i n k  c r i t i c a l l y  and so lve  complex problems. The 
c o u r s e  i s  e n t i t l e d  American Problems. 
The t o p i c s  cover: ( 1 )  E f f ec t ive  th ink ing  of today and 
problem s o l v i n g  of tomorrow; ( 2 )  How the  var ious  l e v e l s  and 
branches  of government s h a r e  and use t h e i r  powers i n t e l l i -  
g e n t l y  and r e spons ib ly ;  (3) The r i g h t a  and r e s p o n a i b i l i t i e a  
of c i t i z e n a  i n  a  democratic s o c i e t y ;  (4) Meeting s o c i a l  needs, 
t h e  e f f e c t  of p u b l i c  op in ion  on government, and changing 
f a m i l y  p a t t e r n s ;  ( 5 )  Wise use of t h e  Na t ion t s  resources ,  our  
supply,  demand, and cons'ervation; ( 6 )  How our f r e e  economy 
works, t h e  growth of American bus iness  and organized l abo r ;  
( 7 )  I n d i v l d u a l  l o y a l t y  and na t iona l i sm vs. communism; and 
(8)  Main t a in ing  peace and American f o r e i g n  r e l a t i o n s .  
SOCIAL SCLEFCE 8 
symbol: ssc 8 
Required courae  
Amount of c r e d i t :  1/2 u n i t  
Prerequisites: None 
1 2 t h  Grade Level 
S o c i a l  Sc ience  8 o r  Eoonomica i s  a  s tudy of t h e  pr in -  
c i p l e s ,  p r a c t i c e s ,  and problems of economics i n  American l i f e .  
The t o p i c a  a re :  ( 1 )  A r a t i o n a l  way of th ink ing  about 
economic p r o b l e m  which a r e  r e l a t e d  t o  making a  l i v i n g ;  (2 )  
The n a t u r e  of our  economy, how goods and income a r e  produced, 
and t h e  d i s t r i b u t i o n  of t hese  goods t o  consumers; ( 3 )  How 
p roduc t ion  i s  organized,  how bus iness  is managed i n  t h e  form 
of s o l e  p r o p r i e t o r s h i p s ,  pa r tne r sh ips ,  coopera t ives ,  and cor-  
p o r a t i o n s ;  ( 4 )  Money and i t s  use, c r e d i t ,  types  of banks, and 
t h e  F e d e r a l  Reserve System; ( 5 )  Values, p r i c e s ,  compe t i t i o n ,  
monopoly, and government c o n t r o l  of p r i c e s ;  (6)  The economic 
growth,  s t a b i l i t y ,  and s e c u r i t y  of t h e  United S t a t e s ;  ( 7 )  Wiae 
uae of money, budget ing,  spending and economic s e c u r i t y ,  
(8) Government, t axes ,  and t h e  publ ic  deb t ;  and (9) Comparing 
t h e  economic systems of t h e  world. 
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